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GENERAL RECORDS DISPOSAL SCHEDULES 
I. PREFACE 


A. Purpose and Definitions 


These General Schedules apply to all departments and agencies governed by the Public Records 
Order, and their application and use should be encouraged within all other agencies of the Govern- 
ment of Canada notwithstanding the Financial Administration Act. They are designed to help and, 
in fact, they authorize departments and agencies to reduce the volume of their active and dormant 
records and to eliminate dead records holdings in certain large common fields of administrative services. 
The schedules originated from the former Public Records Committee and have been planned with 
several objectives in mind: 


1. to secure standard records retention periods in the departments and agencies for housekeeping 
records; 


2. to eliminate the time-consuming procedure in which each department or agency individually 
prepares schedules for the same categories of housekeeping records; 
3. to achieve efficiency and economy in the areas of space, equipment and staff through, 


(a) systematic transfer of housekeeping records to dormant storage in the departments and 
agencies or the Public Archives Records Centres, and 


(b) orderly destruction of housekeeping records no longer of value; 


4. to ensure the preservation and transfer to the Public Archives of Canada of housekeeping records 
of historical or archival value; 


5. to differentiate clearly between housekeeping records on the one hand and operational records 
on the other hand; and 


6. to aid the development of sound file classification systems in the departments and agencies through, 
(a) standardization of records descriptions, and 


(b) suggested arrangement of subjects in a fashion which will contribute to good filing methods. 


These General Schedules constitute an actual authority for the destruction of administrative 
housekeeping records. To clarify the purpose of these schedules it is necessary to define certain terms: 
(a) Public Records 


Correspondence, memoranda or other papers, books, maps, plans, photographs, films, micro- 
films, sound recordings, tapes, punch cards, or other documentary material regardless of physical 
form or characteristics that 


(i) are made or received by any department in pursuance of federal law or in connection with 
the transaction of public business, 


(ii) are preserved or appropriate for preservation by that department, and 
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(iii) contain information on the organization, functions, procedures, policies or activities of 
that department or other information of past, present or potential value to the Government 
of Canada, 


but does not include library or museum material made or acquired and preserved solely for reference 
or exhibition purposes, extra copies of records preserved only for convenience of reference, working 
papers, or stocks of publications or printed documents. 


(b) Records Schedules 


Lists of public records approved by the Dominion Archivist indicating; 


(i) the length of time each type of record may or should be retained in the active records areas 
of departments or agencies before transfer to dormant storage, and 


(ii) the length of time each type of record must be retained before final disposition. 


(c) Policy Records 


> 


Throughout these General Schedules the word “policy” appears. Commonly in government 


circles this word has a wide range of meaning; 
(i) it reflects departmental procedures, regulations, rulings and decisions, and 
(ii) it documents and shows implementation of high-level management decisions. 


Any significant policy records should be referred to the Public Archives of Canada for final 
disposition. Frequently, departmental files are designated as policy, but contain only information 
relating to the application of rulings and decisions made by control agencies: such files need not be 
referred to the Public Archives of Canada. 


(d) Routine Records 


Those records which provide for normal everyday action as a result of policy decisions. 


(e) Dormant Records and Closed Volumes 


Those records of a department or agency that are not required constantly for current use in the 
department or agency and need not be maintained in office space and equipment. 


A yardstick sometimes used to judge whether or not records are dormant is that applied by records 
centres. Records which are not dead and which average no more than one inquiry per cubic foot per 
month are considered dormant records. This yardstick applies only to records in bulk of more than 
three or four filing cabinets. 


The distinction between “‘dormant records” and ‘‘closed volumes of active records’? must be 
clarified here. Closed volumes of active records are records which a department may still be using 
constantly. New volumes are created but the old volumes may still be active and may still be required. 


(f) Working Papers 


Working papers consist of rough notes, calculations, punch cards, preliminary drafts, research 
notes, etc. used in the preparation of other records such as correspondence, reports and statistical 
tabulations. These become of little or no value once the finished record has been produced, and should 
be destroyed as soon as the finished product is available in readable form. Working papers relating 
to the preparation of legislation, however, should be referred to the Public Archives of Canada. 
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(g) Housekeeping Records 


Records pertaining to housekeeping activities such as everyday personnel, financial, purchasing 
and property-control actions, i.e. internal economy matters. 


(h) Operational Records 


Records created by a department or agency while carrying out its basic functions. 


B. Limitations on Coverage 


Some departments and agencies will not have all of the types of records listed in these sched- 
ules. Other departments will have far more specialized and detailed records than those covered 
here. These schedules are designed to accommodate most departments and agencies in common 
records areas. They deal with housekeeping records and not with the operational records created 
by departments and agencies while carrying out their basic functions. 


Where a central agency has a prime responsibility for a certain government-wide operation, 
then that department must submit a special schedule to secure authority for destruction of records 
reflecting that operation. These central agencies, however, can use these General Schedules for 
housekeeping records pertaining to their own departmental operations. 


In central service agencies there will be operational records which bear the same subject title 
as some of those listed in these schedules. When they are the operational records of that agency, 
their destruction is not authorized by these schedules. 


For example, the Passport Division of the Department of External Affairs is responsible for 
the issue of passports to Canadian citizens. Most other departments, however, have routine cor- 
respondence files on passport matters. These other departments are authorized to destroy their 
records after two years in these schedules. The Passport Division of External Affairs, however, 
would have to make a special submission for authority to destroy its passport files since the issue 
of passports is the basic function of the Division. 


C. Retention Periods 


These General Schedules, approved by the Dominion Archivist, authorize the destruction of 
common housekeeping records after the periods listed therein. All authorities for destruction of 
records of any type granted before January 1, 1945, are cancelled. The retention periods indi- 
cated in these schedules are applicable to most departments and agencies. Records may be retained 
for longer periods, but only where a clear requirement for such action can be justified. Destruction 
will normally follow automatically at the end of the stated retention period. 


Except where otherwise indicated, the retention periods are given in years, but they do not 
necessarily correspond to the calendar year, January 1 to December 31. What is implied is simply 
a period of years which could be applied at any month of the year. 


Where applicable in the schedules, for items with a long retention period, a recommendation is 
made concerning the place of retention of the record. “A” indicates that the record in its active life 
is to be stored in the active records office for the years indicated. “D” indicates that the record in 
its dormant life is to be stored in a dormant area, whether the area is a departmental records stor- 
age area or a records centre, for the years indicated. For example, “5 years A-2, D-3” means that 
the record should be retained 5 years in all, of which two years would be in an active records office 
and three years would be in a dormant storage area. 
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D. Records Location and Transfer 


Since these General Schedules deal primarily with records of short-term retention, most of the 
records listed will be destroyed within two years or less. Within such a short lifetime, it is usually 
not worthwhile transferring records from active to dormant areas. For those records, however, 
which have a lifetime of longer than two years there should always be a transfer from the active 
records areas to dormant storage, and the time for this transfer should be clearly indicated on 
the schedule. 


Under the terms of the Public Records Order, the Dominion Archivist provides economical 
records centre storage facilities in Ottawa and other major centres. Departments are encouraged 
to use these facilities, complying with the Public Archives policies and directives. 


For transfer of records to the Records Centre at Ottawa, phone the Head of the Accessions and 
Reference Division of the Records Management Branch. For the Montreal and Toronto Centres 
phone the head of these centres. 


Departments or agencies may transfer records to another federal department or agency, or 
within the same department, or to the Public Archives and its Records Centres without formal au- 
thoritiy for such a transfer. Departments or agencies may not transfer records outside the custody 
of the federal government, whether to provincial governments, individuals or private organizations, 
without having authority for such transfer from the Dominion Archivist. 


E. Records Duplication 


There are several areas of duplication which records management personnel should consider 
when scheduling records or applying records schedules. Departments and agencies may destroy 
duplicate copies of records whenever these duplicates have served the administrative purposes for 
which they were created (Order in Council 1966-1749). A major type of duplication arises from 
departments and agencies preparing statistics, reports and other types of issuances which are distri- 
buted widely to many other departments. The issuing department must make a submission before 
destroying records of this kind, but receiving departments need not do so. 


The line department or agency should also consider the types of records which are duplicated 
in central agencies. For convenience, a number of these central agencies and some typical cen- 
tralized records are listed below: 


Consumer and Corporate Affairs Records of patents, copyrights, incorporation of com- 
Department panies, and trademarks. 

Supply and Services Department Documentation of the requisitions for printing, office 
supplies, stationery and forms; office furniture and 
equipment. 

Statistics Canada Statistical records of undertakings and operations of 
many departments. 

External Affairs Department Records of the application for, and issue of passports 
by the Passport Office. 

Supply and Services Department— Records concerning federal government employees’ 

Superannuation Division pension rights. 

Labour Department—Accident Prevention Records of workmen’s compensation in the federal 

and Compensation Branch government. The various provincial governments 


also maintain an extensive documentation of each 
compensation case. 
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National Health and Welfare Department Records of medical examinations and other medical 
documents for public servants. 


Privy Council Office Orders in Council. 

Public Service Commission Incentive Award Board records, manpower inventories, 
etc. 

Public Works Department Records of space. 

Treasury Board Treasury Board Minutes. 


Another type of duplication arises through the necessity of keeping different headquarters branches, 
divisions and offices of one department informed of the activities of the department. The branch or 
division assigned major responsibilities for an operation should maintain its records for the required 
period. Other branches maintaining duplicate copies for convenience or reference should destroy 
their duplicates as soon as the requirement for the record ceases. Departments should control the 
accumulation of small “office registries” composed entirely of duplicate material since, at the time 
of disposal, these duplicates raise the ugly question ‘‘are there originals mixed in with the duplicates?’’. 


Another area of duplication, even triplication, occurs through the existence of field, district or 
regional offices in many departments. These field offices keep duplicate records for their own purposes, 
but often these records are completely duplicated at headquarters. In this instance the field records 
should be destroyed as soon as their administrative value ceases. However, because of departmental 
decentralization of responsibilities to field, district or regional offices, records which would not be 
duplicated at headquarters become the originals, and these must be scheduled. Departments should 
issue a statement of policy to this effect. 


Originators of correspondence, forms or other types of records could help to reduce the un- 
necessary retention of duplicate copies by indicating on the duplicates that they are copies, and that 
they should be destroyed when their usefulness is ended. 


F. Historical Records 


There are some records which may be of historical value after their administrative value expires. 
These records properly belong in the Public Archives of Canada. Records personnel could assist 
the Public Archives materially by watching for types of records in which the Archives might be inter- 
ested, and segregating these records for transfer to the Archives after their administrative value ex- 
pires. For the definition of historical values see the appropriate appendix. 


In these General Schedules the archival interest has been indicated in two ways: 
(i) by a statement that after expiry of the retention period indicated the records should be 
transferred intact to the Public Archives for permanent retention, or 
(ii) through a statement that after expiry of the retention period the Public Archives should 
have an opportunity to examine the records to select certain ones for retention. 


This second technique is called “selective retention’. The authority for destruction exists, but 
the Public Archives wishes to make a selection from the records involved before the authority is applied. 


G. Benefits of Scheduling 


The application of these schedules will ensure that only active records are kept in high-cost office 
space and equipment, and the temporary, the worthless, the short-term record is eliminated through 
outright destruction or through transfer to economical storage areas. Proper scheduling cannot help 
but raise the overall value of the records being maintained in the active areas. In the federal govern- 
ment it is obvious that volume of records is often mistakenly used as a yardstick to gauge the quality 
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and activity of records. Volume of records alone should not be the criterion used for establishing 
staff, equipment and space requirements. It may be one of several major factors to consider, but 
volume in excess usually indicates only one thing—poor records management. 


H. Records Destruction Reporting 


Each department, including its field offices, shall keep an accurate record of the volume, expressed 
in cubic feet, of records which it destroys each fiscal year. Such information should be readily avail- 
able, for records program planning purposes, to departmental administrative personnel, as well as 
to any government-wide organization active in the field of government records. This information is 
required to be reported annually by fiscal year by the Records Manager to the Director, Records 
Management Branch, Public Archives of Canada, Ottawa, Ontario. For further details, see the ap- 
pendix “Procedures for the Disposal of Records”. 


I. Application of Schedules 


Departments and agencies can apply these or any other schedules with a minimum of labour 
and inconvenience by using well-established scheduling techniques. Most of these techniques are 
geared to proper records classification. 


Any good arrangement of records will provide for the separation, from the time of creation, of 
the permanent or long-term record from the temporary or short-term record. There are several methods 
of such separation, the best-known of which is probably cutting-off, or breaking the file. This “cut-off” 
(or “break” as it is known) can be achieved in several ways. 


One technique is simply that of having separate policy and routine files for significant subjects. 
The policy file grows slowly, is cut off infrequently and has a longer retention period than the routine 
file. The routine file usually expands rapidly, is cut off (or closed off) regularly, transferred to storage 
areas and destroyed after a relatively short period of time. The cut off can be based upon a period of 
time such as a calendar or fiscal year, or on the completion of an action or an event such as the set- 
tlement of a court case or the disposal of a piece of property or equipment. 


For subjects in which new volumes are created frequently, the files can be broken not only by 
year but also by volume number within that year. For example, for any given subject the volumes 
will be arranged numerically within each year. When the schedule is being applied there will be no 
need to remove some papers from a file and retain the others. If the volume number contains the 
year, e.g. volume | of 1968, expressed as 1/68 or 1(68), then all records are immediately identified 
as to year. Commonly, individual volumes of files span a period of more than one year. In these cases 
departments normally indicate the dates covered either by the use of a code or through stamping 
on the file jacket the first and last years covered. If a record has a two year retention period in an 
active records area, any closed volume is immediately identified and removed for destruction or for 
transfer to a storage area. There is no time wasted in checking files for date coverage, or in re-arranging 
volume numbers. 


The important point about any schedule is that it should be arranged to eliminate entirely, 
or almost entirely, weeding, stripping or reviewing files before they are retired. Such weeding is almost 
always unjustified because of the large expense in man hours. 


J. Arrangement of the General Schedules 
The attached schedules are divided into six large groups of records: 


Schedule 1. Administration 
Schedule 2. Finance 


Schedule 3. Personnel 


Schedule 4. Buildings, Lands and Properties 
Schedule 5. Equipment and Supplies 
Schedule 6. General Services. 


Each of these schedules has a foreword which defines the schedules, what is and what is not 
included, as well as giving details of probable areas of duplication of records. Within each schedule 
the major subjects are arranged alphabetically and sub-divided, where applicable. Opposite each 
subject there is a description where necessary of the type of record involved. For some entries there 
is in addition a note about recommended ways of filing. In the “Retention Period and Remarks” 
column, many entries are designated for consultation with the Public Archives of Canada for selective 
retention. Records Managers are advised to ensure that departmental staff applying these schedules 
keep this in mind. 


An alphabetical index of subjects and cross-references has been included in this publication. 
The index gives headings under which various types of records will be found as well as the schedule 
number. Further identification is unnecessary since each schedule is arranged alphabetically internally. 
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Schedule 1 


ADMINISTRATION 


Schedule 1 reflects the administrative services of the various departments or agencies. The Ad- 
ministration Branch, as well as other branches of a department, will also be interested in records 
relating to finance, personnel, buildings, lands and properties, equipment and supplies and general 
services. Separate schedules have been provided for these latter categories. 


The Administration Schedule includes such large records areas as: associations and societies; 
campaigns and canvassing; committees, boards, etc.; inventions and patents; investigations and boards 
or courts of inquiry; legal matters; acts and legislation; regulations, orders, instructions and directives; 
visits, tours and itineraries, etc. There are many smaller records holdings also included in this schedule. 


Doubtless there will be some duplication between those records maintained in the Administration 
Branch and those records in other branches and divisions or district, field or regional offices of any 
one department. Although this section deals basically with the Administration Branch records, in 
some departments many of the records mentioned here will be found not in the Administration Branch 
but in other divisions. Duplicate records maintained at other levels should be destroyed when they 
have served their purpose. 


Cases may arise in which the retention period will not be sufficient for individual circumstances. 
In such cases the record could be retained for an additional length of time sufficient to satisfy depart- 
mental needs. 
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Schedule 1 ADMINISTRATION 
: Retention Periods 
Subject Group Subject Description and 
Remarks 


General 


Accidents 
(Personnel—See 
Personnel Schedule) 


Acts and Legislation 


Agreements 
(Financial—See 
Finance Schedule) 


Appreciation, Condolences, 
Congratulations and 
Greetings 


Associations, Clubs, 
Federations, Institutes, 
Leagues, Orders and 
Societies 


Aircraft, explosives, rail- 
way, ships, vehicles, equip- 
ment, etc. 


General 


Individual Federal Bills, 
Acts and statutory orders 
and regulations 


Orders-in-Council, Cabinet 
directives and Treasury 
Board Minutes. 


General 


Miscellaneous and routine 
matters not covered in this 
schedule 


Policy 
Routine 
Policy 
Routine 


Individual accidents whether 
or not claim or liability in- 
volved. 


Provincial, territorial or 
foreign. 


Correspondence, working 
papers, etc. leading to their 
preparation and amend- 
ment. 


Federal, provincial, ter- 
ritorial or foreign. 


Special occasions, holidays, 
congratulations to royalty, 
etc. 


Policy, proceedings, 
minutes, annual reports, 
financial statements, etc. 


Records of incorporations, 
annual statements, share- 
holders, etc. 


5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 


2 years after settlement of 
claim or release. 


3 years 


Department or agency pri- 
marily concerned 5 years 
after enactment or non- 
enactment. Before disposal 
consult the Public Archives 
of Canada for selective 
retention. A-2, D-3 


Other departments 3 years 


1 year after superseded, 
obsolete or action com- 
pleted. 


Originals, Privy Council 
and Treasury Board— 
Transfer to Public Archives 
of Canada when no longer 
required. 


1 year after superseded. 
Before disposal consult the 
Public Archives of Canada 
for selective retention. 


1 year 


5 years A-2, D-3 
Before disposal consult the 
Public Archives of Canada 
for selective retention. 


Consumer and Corporate 
Affairs— 
Before disposal consult the 
Public Archives of Canada 
for selective retention. 

(See also next page) 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada. 


15 


aay meu f ain 
; af trih Savi 
Le <fhiee, } 


; Nirreyo we as) 
mary) (ents @ 


Schedule 1 


Subject Group 


Associations, Clubs, 
Federations, Institutes, 
Leagues, Orders and 
Societies (cont’d) 


Badges 


Boards and Courts of 
Inquiry 


Briefings 


Cafeterias, Canteens, 
Institutes and Messes 


Campaigns, Canvassing 
and Soliciting 


Ceremonies and Celebrations 


Committees, Boards, Panels, 
Conferences, Symposia, 
Meetings, etc. 


ADMINISTRATION 
Retention Periods 
Subject Description and 
Remarks 


Coats of Arms, crests, 
emblems, insignia. 


General 


By or to individuals on 
specific interests. 


General 


Accounting 
General 
Blood Donor Clinics 


Charitable 


Canada Savings Bonds 


General 


Routine correspondence 
including memberships, 
social functions, invita- 
tions, subscriptions, etc. 


Policy 
Routine 
Fire, theft, loss, financial, 


legal, etc. 
Major 


Minor 


Does not include petitions 
or collective briefs. 


Correspondence on hours 
of operation, equipment, 
space, sanitation, catering 
services, etc. 


Policy 


Routine 


United Appeal, etc. 


Laying of cornerstones, 
Remembrance Day cere- 
monies, inaugurations, etc. 


Correspondence on agenda, 

notices, minutes of meet- 

ings, proceedings etc. 
Routine 


Other 


1 year 
5 years A-2, D-3 
2 years 
5 years A-2, D-3 


Before disposal consult the 
Public Archives of Canada 
for selective retention. 


2 years 


1 year 


5 years A-2, D-3 


2 years 


5 years A-2, D-3 


2 years 
1 year 


1 year plus current 
campaign 


1 year plus current 
campaign 


2 years. Before disposal 
consult the Public Archives 
of Canada for selective re- 
tention. 


1 year 


For departments primarily 
responsible for the organ- 
ization. 


5 years A-2, D-3 


(See also next page) 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada, 
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Schedule 1 


Subject Group 


Committees, Boards, Panels, 
Conferences, Symposia, 
Meetings, etc. (cont’d) 


Complaints 


Co-operation and Liaison 


Corporations, Companies 
and Firms 


Cultures and Customs 


Emergency Measures 


ADMINISTRATION 


Subject 


General (cont’d) 


For most subjects see under 
subject concerned, e.g. 
Contracts. 


General, Doukhobors, Men- 
nonites, Indians, Metis, 
bilingualism and 
biculturalism. 


Civil Defence 


Demonstrations and riots 


Disasters 


Evacuation 


National Survival 


Description 


Other (cont’d) 


Letters of 


Co-operation and liaison 


with foreign, provincial, ter- 
ritorial and municipal go- 
vernments and other federal 
government departments or 


agencies. 


Routine correspondence, 
solicitations, brochures, 


pamphlets, inquiries, state- 


ments, etc. 


Policy 


Routine 


Memoranda, minutes, 


exercises, information kits, 


instructions, wardens, etc. 


Civil power aid. 


Policy 


Routine 


Floods, fires, avalanches, 


train wrecks. 


Of personnel, dependents 
in the event of war. 


Policy 


Routine 


Retention Periods 
and 
Remarks 


Before disposal consult the 
Public Archives of Canada 
for selective retention. 


For departments associated 
with, but not primarily re- 

sponsible for the organiza- 

tion. 

2 years 


1 year 


5 years A-2, D-3 
Before disposal consult the 
Public Archives of Canada 
for selective retention. 


1 year 
5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 
5 years A-2, D-3 


Before disposal consult the 
Public Archives of Canada 
for selective retention. 


5 years A-2, D-3 
Before disposal consult the 
Public Archives of Canada 
for selective retention. 


5 years A-2, D-3 

Before disposal consult the 
Public Archives of Canada 
for selective retention. 

5 years A-2, D-3 


2 years 


Signifiant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada 
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Schedule 1 


Subject Group 


Gifts and Donations 


Historical Matters 


International Affairs and 
Relations 


Inventions and Patents 


Investigations 


Lectures and Lecturers 


Legal Matters (Not legal 
documents) 


Licences, Passes and 
Permits 


Maps, Charts and 
Photographs 


ADMINISTRATION 
Retention Periods 
Subject Description and 
Remarks 


General, commissions, mis- 
sions, pacts and treaties. 


General 


Routine correspondence 


Decisions, rulings and 
opinions. 


Powers of attorney, com- 
missions of office such as 
notaries-public, ete. 


Licences and permits 


Passes 


General 


Other than financial, ex- 
cludes campaigns and can- 
vassing. 

Records outlining the 


growth and activities of 
departments and agencies. 


Patented 


Rejected 
Fire, theft, loss, financial, 


legal, etc. 
Major 


Minor 


Addresses and speeches, 
arrangements for speakers 


Policy 
Routine 


Specific licences and per- 


mits issued to departments. 


Admission privileges, 
building passes, etc. 


Production and reproduc- 
tion 


Requests for and distribu- 
tion of. 


2 years 


5 years A-2, D-3 
Transfer to the Public Ar- 
chives of Canada 


5 years A-2, D-3 
Before disposal consult the 
Public Archives of Canada 
for selective retention. 


3 years after expiry of 
patent. 


3 years 


5 years A-2, D-3 

Before disposal consult the 
Public Archives of Canada 
for selective retention. 


2 years 


1 year 


2 years 


5 years after superseded or 
obsolete. 

A-2, D-3 
Before disposal consult the 
Public Archives of Canada 
selective retention. 


1 year after expiry or 
obsolete. 


5 years A-2, D-3 
1 year 


1 year after expiry or 
obsolete. 


6 months after expiry or 
obsolete. 


2 years 


6 months 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada. 
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Schedule 1 


Subject Group 


Organization 


Parliament 


Plans and Planning 
(Programs) 


Politics 


Regulations, Orders and 
Directives 


Reports and Returns 


ADMINISTRATION 
Retention Periods 
Subject Description and 
Remarks 


Inquiries 


Royal Commissions 


Other Commissions 


Elections 


General 


General 


Annual (departmental) 


Others 


Policies, procedures, func- 
tions, responsibilities, 
boundaries, etc. 


Routine 
Tabled material, returns to 


addresses, orders for re- 
turns, etc. 


Commission documents 


Departmental records. 


Ministerial level, depart- 
mental, etc. 


Policy 
Routine 


Federal, provincial and 
other governmental organi- 
zations, including ballot 
papers, election accounts, 
policy re elections, etc. 


Routine departmental 
operating and administra- 
tive orders, including cir- 
cular letters, regulations, 
daily routine orders, etc. 


See under the specific sub- 
ject(s) of the report, as well 
as below. 


Drafts, supporting docu- 
mentation and correspon- 
dence. 


Weekly, monthly, etc., of 
a routine nature. 


5 years A-2, D-3 
Before disposal consult the 
Public Archives of Canada 
for selective retention. 


2 years 


5 years A-2, D-3 
Before disposal consult the 
Public Archives of Canada 
for selective retention. 


Transfer to the Public Ar- 
chives of Canada after 
completion of the work of 
the commission. 


5 years after the completion 
of the work of the commis- 
sion. Before disposal con- 
sult the Public Archives of 
Canada for selective reten- 
tion. A-2, D-3 


5 years A-2, D-3 
Before disposal consult the 
Public Archives of Canada 
for selective retention. 


5 years A-2, D-3 


2 years 


Retain records of previous 
election only. 


1 year after superseded or 
obsolete. 


1 year after publication of 
report. Before disposal con- 
sult the Public Archives of 
Canada for selective reten- 
tion. 


3 years or when superseded 
by a cumulated report. 


(See also next page) 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada. 
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Schedule 1 ADMINISTRATION 
Retention Periods 
Subject Group Subject Description and 
Remarks 


Reports and Returns 
(cont’d. ) 


Statistics 


Visits, Tours and 
Itineraries 


Intelligence 


General 


General 


Routine itineraries 


Royal dignitaries and 
heads of state. 


Other dignitaries 


Military, criminal. 


Post reports from abroad. 


Policy 


Routine 


3 years. Before disposal 
consult the Public Archives 
of Canada for selective re- 
tention. 


For departments primarily 
concerned 3 years. Before 
disposal consult the Public 
Archives of Canada for 
selective retention. 


Other departments 1 year 
or when superseded or 
obsolete. 


5 years A-2, D-3 
5 years A-2, D-3 
1 year 

6 months 


1 year after the visit. Before 
disposal consult the Public 
Archives of Canada for 
selective retention. 


1 year 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada. 
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Schedule 2 


FINANCE 


This schedule deals with the official financial records kept by the Financial Branch of each de- 
partment and agency, not with any duplicate financial documentation retained by other branches 
or smaller divisions and sections of the same departments and agencies for their own current refer- 
ence convenience. Where such duplicate financial records exist, they should be considered to be 
and treated as duplicate copies of the original official records as discussed in the preface. Therefore, 
they may be destroyed without the requirement for a specific authority as soon as the need for 
their retention ceases. 


The records covered by this schedule reflect the receipt, control and expenditure of public 
funds, and the departmental and agency activities exercised over these functions. The schedule 
includes such records as: accounts payable, accounts receivable, allotments, appropriations and 
disbursements, audits and auditing, claims, contracts, debts to and from the Crown, estimates, ex- 
pense accounts, funds, grants, imprest accounts, banking operations, petty cash, financial ledgers 
and registers, cheques and cheque lists, and all types of pay matters as financial documentation. 


The schedule does not include similar salary and wages matters required by and from a per- 
sonnel management viewpoint which will be found in the Personnel Schedule. Nor does it in- 
clude the procurement of equipment and supplies operations which will be found in the Equipment 
and Supplies Schedule. However, it does cover the financial records of payments arising from the 
purchase of such equipment and supplies. 


Cases may arise in which the retention period indicated will not be sufficient for some indi- 
vidual circumstances. In such cases, the record could be retained for an additional length of time 
sufficient to satisfy any particular or peculiar departmental or agency needs. 


For information, this schedule is a composite of the original Schedule 2 — FINANCE — and 
the former Appendix B of the General Records Disposal Schedules and retains the retention per- 
iods authorized for the Appendix. Whereas until 1 April, 1969, the TB Minute 600427 at Ap- 


pendix B applied to the records of the former Comptroller of the Treasury organization, and the 
Finance Schedule 2 applied to the equivalent types of records of departments and agencies, these 


two separate schedules still apply to records dated prior to 1 April, 1969. 


Now this composite Finance Schedule 2 will apply to records created after 1 April, 1969, and 
in the case of the Department of Supply and Services shall be regarded as both 


(a) a housekeeping schedule, and 
(b) an operational schedule, 
after that date. 


Note:—Where appropriate, the retention periods are in numbers of completed fiscal years over and 


above the current fiscal year. For the instances shown in months, the retention periods are 
for the number of months from the date of the creation of the records. 
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Schedule 2 FINANCE 
Retention Periods 
Subject Group Subject Description and 
Remarks 
General Miscellaneous Subjects not shown else- 


Accounts and 
Accounting 


Accounts Payable 
(Expenditures) 


Accounts 
Receivable 
(Revenues ) 


General Correspondence 


Ledgers and registers 
Statements 

Suspense 

including ledgers 
General correspondence 

Invoices, Vouchers — 
Commercial firms, 
suppliers, hospitals, etc. 


Ledgers and Registers 


Services rendered to 
the department 


Services to other 
departments 
Statements 


Utilities 


Vouchers (All) 


General correspondence 


where in the schedule 
Policy 
Routine 


Appropriations, 

disbursements, etc. 

Procedure and _ Policy 
Routine 


See under Ledgers 
and Registers 


See under Statements 


After transfer to the 
appropriate account 


Policy 
Routine 


Expenditure: Imprest 
Account 


Advisory, professional, 
technical, etc., e.g. 
consultants, doctors, 
lawyers, nurses, etc. 


See Statements—Accounts 
Payable and Receivable 


Light, power, telephone, 
telegraph, etc. 


Abstracts, bills of lading, 
cheque requisitions, con- 
tracts, credits to advances, 
facings, imprest accounts, 
progress payments, pur- 
chase orders and requisi- 
tions including local, 
refunds, removal and 
travel claims, travel 
warrants, etc. 


Policy 
Routine 


5S years A-2, D-3 
2 years 

5 years A-2, D-3 
2 years 

1 fiscal year 

5 years A-2, D-3 
2 years 

5 fiscal years A-2, D-3 
5 fiscal years A-2, D-3 
5 fiscal years A-2, D-3 
5 fiscal years A-2, D-3 
5 fiscal years A-2, D-3 
5 fiscal years A-2, D-3 
5 years A-2, D-3 
2 years 


(See also next page) 


Significant policy records as defined in paragraph J.A(c) of the preface should be transferred to the Public Archives of Canada. 
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Schedule 2 


Subject Group 


Accounts 
Receivable 
(Revenues ) 
(Cont’d.) 


Agreements and 
Arrangements 


Allotments 


Allowances 


Audits and 
Auditing 


Banks and 
Banking 


Subject 


Description 


Retention Periods 
and 
Remarks 


“Credit notes and refunds 


Ledgers and Registers 


Statements 


Vouchers (All) 


General correspondence 


Federal-provincial 


Individual 


General correspondence 


Ledgers and Registers 


Vouchers 


General correspondence 


Entertainment 


Ledgers and Registers 


General correspondence 


Reports 


General correspondence 


Exchange rate sheets 


For return of goods — 
and containers, etc. 


Including Refund: Refund 
and Drawbacks Ledgers 


See Statements—Accounts 
Payable and Receivable 


Bills, credits, official 
receipts, receipt forms, 
sales slips, etc. from 
all sources including 


accounts recoverable from 


concessions, claims, 
fees, rentals, etc. 


Policy 
Routine 


Including Ledgers 


Policy 
Routine 


Transfers between 
primaries 
Educational, foreign 
service, marriage, 
northern and isolated 
post, risk, subsistence, 
terminal, etc. 
Policy 
Routine 


Family Allowance: War 
Veterans Allowance 


Policy 
Routine 


Including working papers 


Policy 
Routine 


Bank of Canada 


5 fiscal years A-2, D-3 


5 fiscal years A-2, D-3 


5 fiscal years A-2, D-3 


5 years A-2, D-3 
2 years 
5 fiscal years A-2, D-3 


Before disposal, consult Pub- 
lic Archives for selective 
retention. 


5 years and/or 1 year after 
expiry or obsolete 


5 years A-2, D-3 
2 years 


5 fiscal years A-2, D-3 
5 fiscal years A-2, D3 


5 years A-2, D-3 
2 years 


1 fiscal year 

5 fiscal years A-2, D-3 
5 years A-2, D-3 
2 years 

5 fiscal years A-2, D-3 


5 years 
2 years 


A-2, D-3 


1 fiscal year 


(See also next page) 


Significant policy records as defined in paragraph I.A(c) of the preface should be transferred to the Public Archives of Canada. 
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Schedule 2 FINANCE 
Retention Periods 
Subject Group Subject Description and 
Remarks 
Banks and Statements Imprest Accounts 5 fiscal years A-2, D-3 
Banking (Cont’d.) (and reconciliations) 
Cheque Redemption 1 fiscal year 
Control Division 
Vouchers Receipts, copies of 1 fiscal year 
transfers of funds, etc. 
Deposit slips 1 month 
Bonding Of employees 2 years 
Cash Accounting General correspondence Policy 5 years A-2, D-3 
Routine 2 years 
Ledgers and Registers Cash Blotters: Cash Books:| 5 fiscal years A-2, D-3 
Cash Summaries Receipts 
Registers: Wharfage Books 
Cash Control Records 1 fiscal year 
Cheques General correspondence Routine 2 years 
Actual cheques paid Including like 5 years A-2, D-3 
(i.e. cashed) instruments 
Abstracts Attached to supporting 5 fiscal years A-2, D-3 
vouchers 
Other copies 1 fiscal year 
Bank statements and Imprest banking accounts | 5 fiscal years A-2, D-3 
reconciliations 
Election warrants 5 fiscal years A-2, D-3 
Lists (and Transcripts) General Lists 5 fiscal years A-2, D-3 
(All) 
Cancelled cheques 1 fiscal year 
Deposited to bank accounts} 1 fiscal year 
Pay—See Pay—Lists 
Returned cheques 
—subsequently cancelled 1 fiscal year 
—subsequently paid 5 fiscal years A-2, D-3 
Lost Statutory declarations 1 fiscal year 
Receipts for 1 fiscal year 
Registers 5 fiscal years A-2, D-3 
Requisitions See Accounts Payable— 
Vouchers 
Returned Undeliverable Cancel after 6 months:then 


destroy after 5 years. 
(See also next page) 


Significant policy records as defined in paragraph I.A(c) of the preface should be transferred to the Public Archives of Canada. 


31 


AL 2 (1972) 


Schedule 2 


Subject Group 


Cheques (Cont’d.) 


Claims 


Coding 


et] = 
Contracts 


Ed <-A 
Credit 


Duties and 
Tariffs 


Encumbrances 


Estimates and 
Budget 


Significant policy records as 


AL 2 (1972) 


FINANCE 
Retention Periods 
Subject Description and 
Remarks 
Transcripts 5 fiscal years A-2, D-3 
Vouchers Returned 1 fiscal year 


General correspondence 


Individual claim files 
whether settled or 
uncollectible 


General correspondence 


General correspondence 


Individual contract files 


Ledgers and Registers 
See Accounts Receivable 
General correspondence 


Customs, excise, exports, 
imports forms 


General correspondence 


Adjustments 
Individual F.E.s 
Ledgers and Registers 
Transfers 


General correspondence 


Annual 


By and against the Crown 
Policy 
Routine 


Case files resulting in 
recovery of debts due to 
and against the Crown 
finalized or approved for 
deletion by Treasury 
Board to amount of $ 100 


As above in excess of 
$100 but not over $1000 


As above over $1000 


Policy 
Routine 


Agreements, acceptances 
of tender, etc. 
Policy 
Routine 


Case files re purchases, 
rentals, services, etc. 
Less than $1000 


More than $1000 


Policy 
Routine 


Policy 
Routine 


Sub-allotment 


Policy 
Routine 


Departmental 
Branch or division 


5 years A-2, D-3 


2 years 


1 year after all action com- 
plete 


2 years after all action com- 
plete 


5 years after all action 


complete A-2, D-3 

5 years A-2, D-3 
2 years 

5 years A-2, D-3 
2 years 

3 years after completion and 


non-renewal 
years after completion and 
non-renewal A-2, D-3 


nm 


n 


fiscal years A-2, D-3 


years A-2, D-3 
years 


pu 


years 


Zz 
5 years A-2, D-3 
2 years 


1 fiscal year 
1 fiscal year 
1 fiscal year 
1 fiscal year 

5 years A-2, D-3 
2 years 

5 fiscal years 
2 fiscal years 


A-2, D-3 


defined in paragraph I.A(c) of the preface should be transferred to the Public Archives of Canada. 
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Schedule 2 FINANCE 
Retention Periods 
Subject Group Subject Description and 
Remarks 
Fees General correspondence Consultant, professional, 
etc. services 
Policy 5 years A-2, D-3 
Routine 2 years 
Individual See Accounts Payable— 
Services rendered 
' and Accounts Receivable 
—Vouchers 
Forecasts Use Estimates and Budget 
Funds General correspondence Policy 5 years A-2, D-3 
Routine | 2 years 
Ledgers and Registers See under Ledgers 
and Registers 
Non-public Policy 5 years A-2, D-3 
Flower, gift, etc. Routine | 2 years 
Schools Policy 5 years A-2, D-3 
Routine 2 years 
Grants General correspondence Policy 5 years A-2, D-3 
Routine 2 years 
Individual grant files Case files Routine | 2 fiscal years after final pay- 
ment 
Operational | Submit for disposal authority 
Imprest Ledgers and Registers See under Accounts 
Accounts Payable—Ledgers 
Vouchers See under Accounts 
Payable—Vouchers 
Insurance General correspondence Policy 5S years A-2, D-3 
Routine 2 years 
Ledgers and General Ledgers 5 fiscal years A-2, D-3 


Registers 

(See also under 
Ledgers and 
Registers by 
the subject 
group) 


Specific by Name 


Not shown elsewhere 


Accounts Payable— 
See Accounts Payable 


Accounts Receivable— 
See Accounts Receivable 


Allotment—See 
Allotments 


(See also next page) 
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Schedule 2 


Subject Group 


Ledgers and 
Registers 

(See also under 
Ledgers and 
Registers by the 
subject group) 
(Cont’d.) 


FINANCE 


Subject 


Specific by Name (cont'd) 


Description 


Retention Periods 
and 
Remarks 


Not shown elsewhere 


Allowance—See 
Allowances 


Canadian Pension 
Commission 


Cash—See Cash 
Accounting 


Central Control of the 
Government of Canada 


Contract—See Contracts 


Encumbrance—See 
Encumbrances 


Eskimo Loan 
Establishment 


Expenditure—See 


Accounts Payable 
Ledgers 


Family Allowance—See 
Allowances 


Federal-Provincial—See 
Agreements 


Fishermen’s Indemnity 
Fund 


Harbour Dues 
Holdback 


Imprest Account—See 
Accounts Payable 


Indian Land Sales and 
Timber Sales 


Indian Savings and 
Trust Funds 


Invoice 


Journal Vouchers—See 
Vouchers 


Legal Payments Made 
Record 


5 fiscal years A-2, D-3 


Permanent A-2, D-8 and 
transfer to Public Archives 


5 fiscal years A-2, D-3 


5 fiscal years A-2, D-3 


Submit for disposal authority 


5 fiscal years A-2, D-3 


5 fiscal years A-2, D-3 


Submit for disposal authority 


Submit for disposal authority 


1 fiscal year 


1 fiscal year 


(See also next page) 
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Schedule 2 FINANCE 
; Retention Periods 
Subject Group Subject Description and 
Remarks 


Ledgers and 
Registers 

(See also under 
Ledgers and 
Registers by the 
subject group) 
(Cont’d.) 


Pay 


Specific by Name (cont’d) 


Accounts 


Allowances and 
deductions 


Assigned pay 


Canada Savings Bonds 


Not shown elsewhere 


Loans and Advances to 
Employees 


Loans and Investments 
Old Age Security 
Open Accounts 


Postage—See Postage 
Accounts 


RCAF Treasury 
Account Cards 


Refund: Refund & 
Drawbacks—See 
Accounts Receivable 


Security Deposit 


Soldier Settlement 
(W.W.L.) 


Suspense—See Accounts 
and Accounting— 
Suspense 


Travel Advance—See 
Travel 


Treasury Bills 
Trust 

Veterans’ Benefit 
War Veterans’ 
Allowance—See 


Allowances 


Retirement Fund 
(Individual) 


Superannuation opening 
balances January 1, 1954 


RCMP authorization 
forms 


Documentation 


Pledges 


3 fiscal years 


5 fiscal years A-2, D-3 
5 fiscal years A-2, D-3 


5 fiscal years 


5 fiscal years A-2, D-3 


5 fiscal years A-2, D-3 


5 fiscal years A-2, D-3 


Submit for disposal authority 
5 fiscal years A-2, D-3 


5 fiscal years A-2, D-3 


1 year after death provided 
all estate matters settled 


Submit for disposal authority 


5 fiscal years A-2, D-3 


5 fiscalyears A-2, D-3 


2 fiscal years 


(See also next page) 
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Schedule 2 


Subject Group 


Pay (Cont'd) 


FINANCE 


Subject 


Description 


Retention Periods 
and 
Remarks 


Cards 


Death benefit 


Files 


Lists 


Earnings Records — 


Complete pay record of 
employee service for 
Classified, Casual, 
Locally Engaged, Part- 
time, Prevailing Rate, 
Seasonal, Sessional 
employees. 


Annuitants Ledger 


Requisitions for 
payment 


Annuitants 


Service records benefit 
authorizations, life 
certificates and 
deduction notices 
(terminated files) 


Terminated Employees 


Documentation relative 
to class, salary and 
deductions 


Deduction Remittance 
Paylists — 


Annuitant Deduction 


Cheque lists detailing 
salary cheques for 


(a) Classified employees 
(including living 
allowances ) 

(b) Casual, Prevailing 
Rate, etc. employees 
(where full Earnings 

Records Cards are 
maintained ) 


(c) Where Earnings 
Records Cards 
either do NOT exist 
or do NOT contain 
all the information 
required ) 


Deduction 


Destroy at age 70 or 1 year 
after death of employee 


2 years after cessation of 
payment to the annuitant 
or heirs provided no 
action pending or 
anticipated 


5 fiscal years after final 
payment A-2, D-3 


3 fiscal years 


To conform with 
Appendix C 


2 fiscal years 


9 months 


5 fiscal years A-2, D-3 


5 fiscal years A-2, D-3 


54 years from the date of 
the pay period 


9 months 


(See also next page) 
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Schedule 2 FINANCE 
Retention Periods 
Subject Group Subject Description and 
Remarks 


Pay (Cont’d.) 


Petty Cash 


Postage 
Accounts 


Receipts 


Refunds 


Registers 


Regulations and 
Orders 


Significant policy records as 


Lists (Cont’d.) 


Payroll time summaries, 
controls and deduction 
authorizations 


Pension records 


Refund records 
Staff Pay Certificates 


Statements 


T.4 and TP.4 Returns 


General correspondence 


Ledgers and Registers 


General correspondence 


See Accounts Payable— 
Vouchers 

and Accounts Receivable— 
Credit notes 

and Accounts Receivable— 
Ledgers 


See Ledgers and Registers 
and by the subject 
group 


General correspondence 


Superannuation and 
Pension payment cheque 
lists 


Locally engaged 
employees 


Individual 


Annuitants Earnings 
Records 


Cash Gratuity 


Earnings Records 


Including bulk payment 
system 


Policy 
Routine 


Daily Records and 
Advance Accounts 


For goods and services 
received, letters of 
acknowledgement, lists, 
routine individual 
receipts, etc. 


Policy 
Routine 


5 fiscal years A-2, D-3 


5 fiscal years A-2, D-3 


Destroy at age 70 or 1 
year after death provided 
no action pending or 
anticipated 

Destroy at age 70 

2 fiscal years 


9 months 


5 fiscal years A-2, D-3 
5 fiscal years A-2, D-3 
5 fiscal years A-2, D-3 
2 fiscal years 

5 years A-2, D-3 
2 years 

1 fiscal year 

1 fiscal year 

5 years A-2, D-3 
2 years 


(See also next page) 


defined in paragraph I.A(c) of the preface should be transferred to the Public Archives of Canada. 
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Schedule 2 


Subject 


Retention Periods 


Regulations and 
Orders (Cont’d.) 
Revenue 


Signing 
Authority 


Statements, 
Summaries and 
Reports 


Taxes 


Travel 


Vouchers 


Significant policy records as 


AL 2 (1972) 


Re Individual payments 
See Accounts Receivable 


General correspondence 


Lists 


Accounting miscellaneous 


Accounts Payable and 
Receivable (Expenditures 
and Revenues) 


Bank 

Pay 

Federal, provincial, muni- 
cipal, other than income 


tax for which see the 
Personnel Schedule 


Individual Accounts 


General correspondence 


Expense claims individual 


Ledgers and Registers 
Accounts Payable 
Accounts Receivable 


Bank 


Not otherwise provided 

for herein— 

Daily, monthly, quarterly, 
Yearly 


Published in the Public 
Accounts 


Listings by vote, primary, 
sub-allotment, financial 
encumbrance, or 
establishment 
Monthly 
Yearly 
See under Banks 
See under Pay 


Amusement, property, 
sales taxes, etc. 


Policy 
Routine 


See Accounts Payable 
and Accounts Receivable 


Allocations, expenditures, 
etc. 


Policy 
Routine 


Advances, requisitions, 
warrants, etc. re mileage, 
removal, travel, etc. 
Travel Advance 

See Accounts Payable 
See Accounts Receivable 


See Banks 


Description and 
Remarks 
5 fiscal years A-2, D-3 
Policy 5 years A-2, D-3 
Routine 2 years 


When superseded 


1 fiscal year 


5 fiscal years A-2, D-3 
2 fiscal years 

3 fiscal years 

5 fiscal years A-2, D-3 
5 years A-2, D-3 
2 years 

5 years A-2, D-3 
2 years 

5 fiscal years A-2, D-3 
5 fiscal years A-2, D-3 


(See also next page) 


defined in paragraph I.A(c) of the preface should be transferred to the Public Archives of Canada. 
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Schedule 2 FINANCE 
Retention Periods 
Subject Group Subject Description and 
Remarks 
Vouchers (Cont’d.) 
Cheque See under 
Cheques—Abstracts 


Significant policy records as 


—Vouchers 


Journal and Journal 
Registers 


Security Deposit and 
Release Forms 


Stores issue 


5 fiscal years A-2, D-3 


1 fiscal year 


2 fiscal years 


defined in paragraph I.A(c) of the preface should be transferred to the Public Archives of Canada. 
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Schedule 3 


PERSONNEL 


Schedule 3 covers records relating to the employment of members of the Public Service of 
Canada, the Canadian Armed Forces, and the Royal Canadian Mounted Police. In addition to 
the individual personnel records, this schedule includes such subject areas as attendance, employ- 
ment, establishments, leave and holidays, promotions and reclassifications, salaries and wages, 
training and development of staff, and working conditions. 


This schedule deals with the official personnel records kept by the Personnel Branch of each 
department or agency, not with the many duplicate records retained by other branches, smaller 
divisions and sections for their own current reference convenience. Where such duplicate records 
exist, they should be considered to be and treated as duplicates, which means that they may be des- 
troyed without any specific authority as soon as the requirement for them ceases. 


The Public Service Commission has basic responsibilities in the field of personnel operations 
assigned to the Commission by the Public Service Employment Act. In this field too, other central 
agencies have large responsibilities so that there is bound to be some overlapping and duplication 
of records maintained by the several different offices and the ordinary department or agency. This 
schedule does not include the records of these central agencies. 


The retention periods for personnel files of individual public employees are covered by Ap- 
pendix C. The retention requirements for individual pay records are shown in Schedule 2 — 
FINANCE — but the disposal of documentation cf a similar nature in the Personnel Branch of 
the departments and agencies has been provided for in this Schedule 3. 


Cases may arise in which the retention period indicated for the subject files relating to per- 


sonnel will not be sufficient for individual circumstances. In such cases, the record could be re- 
tained for an additional length of time sufficient to satisfy the departmental or agency needs. 


37 AL 2 (1972) 


V. = @ boat an ee, BL - 


' ft ‘\ 0G, Pees 6 Vil 
as f vit rote prayer eniet Site, aX my baits 
sand ie We ale cyesaerediye © GAR: Wr 
Awe | ] om ‘ gene, uth pdr ile 1 aly dip neice ety 
ele ea neupeh vo A di Sie: her. 7) 
mit % 53 ; opt Ieee ren eae" WA arate 6 VD Ni 
a - snd he iv . ae okea ws we 7? nie t eS, of 
’ Te) coe wii ae ite Anon sige git : bia he ev 
ee a ee ee 0 @ pal inv] gino (> 4 cecil | Cia pfi-tael wil 
i » cai Yes Wwe ml cts Srp ayn “a tyr haa ¢ ween Vl! Peak) 
wa uwalty > has ar S ! aywtial) AGT" A Lat OVA oat! ™ r ew nNrwe! 
ahi’ 4 yatrcy a rn f i) hi AE; art Lia i a pads ty e 
yt acl 1 ater and igor eek Sbortae 
j wi bee = ie a ie £) ae P genre jh oi) qa! ot 
- © ahiiete | i itd ne , adie oT.) Can 
Be a Vines : ‘ ' ws? % j we hd eo Pilly Sik hi 1A AS 
‘ dwiests? * shiveray ot sclutht GA er a ot 
yp ap gemmatay owl <e ine el. 0) on veg boNnas> | ib Coie Gi vatd Wem Cos 
— @ enw bee OO) ee dyi9 ) a miu ‘Sri ridiet sist Sema “oth yeh ed” pclae 
> oly Pele maietine ort! tu tigen! éethiee we 9) Snap 


yaw fey vw aloo 


: a 
fo trying =r tn we 


Gynt widleett a dul Meir 


Fu 


yi4 | 


Schedule 3 PERSONNEL 
Retention Periods 
Subject Group Subject Description and 
Remarks 


General 


Accidents and Injuries 


Accreditations and 
Credentials 


Allowances 


Appeals and Grievances 


Appointments 


Attendance and 


Punctuality 


Classification 


Collective Bargaining 


Competitions, Examinations 
and Manpower Inventories 


Personnel only: others see 
Administration Schedule. 


See Finance Schedule 


Honorary, permanent and 


term. 


Job analysis, standards, 


and revision program 


Agreements, arbitration by 
categories. 


Miscellaneous and routine 
matters not covered in this 
schedule. 
Policy 
Routine 
Workmen’s compensation 
Policy 


Routine 


Individual cases. 


Policy 


Routine 


Policy 
Routine 
Policy 
Routine 
Policy 
Routine 


Registers, reports, etc. 


Policy 
Routine 


Position files 


Policy 


Routine 


Boards, eligibility lists, etc. 


5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 


Other departments 3 years 
providing the Accident Pre- 
vention and Compensation 
Branch has original or copies 
of pertinent documents. 


5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 


3 months after fiscal year 
expires. 


5 years A-2, D-3 
2 years 


1 year after superseded or 
obsolete 


Submit for destruction au- 
thority. 


5 years A-2, D-3 
2 years 
1 year after appointment 


and/or the expiry of an 
eligibility list. 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada. 
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Schedule 3 


PERSO 


NNEL 


Subject Group 


Discipline 


Employment and 
Recruiting 


Establishment 


Evaluation and 
Performance Review 


Exchanges, Loans, 
Secondments and 
Attachments 


Health and Medical 


Honours and Awards 


Subject 


General 


Advertising campaigns 
Applications for 


Casual, consultants, corps of 
commissionaires, prevailing 

rates, professional, scientific 
and summer students. 


General 


Decorations, medals, in- 
vestiture, incentive award 
plan, long service, merit 
and outstanding achieve- 
ment. 


Description 


Boards or courts of inquiry, 
investigations, irregularities, 
etc., involving personnel. 
Policy 
Routine 
Individual cases 
negative results 
positive results 


Policy 


Routine 


Policy 


Routine 


Policy 
Routine 
Individual 
Efficiency ratings and 
evaluations. 
Policy 


Routine 


Individual efficiency ratings 


Arrangements for medical, 
dental and health services. 


Policy 


Routine—First aid, 
immunization, etc. 


Policy 


Routine 


Retention Periods 
and 
Remarks 


5 years A-2, D-3 


2 years 


2 years 
5 years A-2, D-3 
5 years A-2, D-3 
2 years 
1 year 
1 year 
5 years A-2, D-3 


2 years 


5 years A-2, D-3 
2 years 

3 fiscal years 
5 years A-2, D-3 
1 year 


3 years 


3 years after loan or ex- 
change of personnel ceases. 


5 years A-2, D-3 
1 year 
5 years A-2, D-3 
2 years 


(See also next page) 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada. 


96888—4 


41 


ava 
oe =) = Oath’ 


i on 7 
ons, - " pele 4 
qr ae 
io “=,* —_ 
e¢ —~ iv 
sd 
| = 
weuk\ ae ad : 
j 
a / . oa 1 
er alte 7.) a : =~ oan 
, =~ | . 
ae ape’ : 


watt) (emi. ey Se vagitast ; 


Schedule 3 


Subject Group 


Honours and Awards 
(cont’d) 


Hours of Work and 
Overtime 


Income Tax 


Inquiries 


Insurance 


Leave and Holidays 


PERSONNEL 


Subject 


Suggestions 


General 


Personal 


Unemployment 


Annual, casual, furlough, 
maternity, overtime, re- 
tiring, sick, special, and 
other types of leave. 


Celebrations and holidays. 


Description 


Retention Periods 
and 
Remarks 


Individual awards 


Suggestions—both accepted 
and rejected. Primarily re- 
cords of the Incentive 
Award Board. 
Overtime authorization, 
reports of overtime per- 
formed, etc. 

Policy 


Routine 


General 
Routine 
Statements of personnel 


exemptions and deductions, 
TD1’s and T4’s. 


Letters of 


For public servants, mem- 
bers of the Royal Canadian 
Mounted Police, and the 
Armed Forces, including 
death benefit, hospital, life, 
medical, social security and 
other insurance. 

Policy 

Routine 

Policy 


Routine 
Policy 
Routine 


Leave forms 


Government observance 
of. 


3 years. Before disposal 
consult the Public Archives 
of Canada for selective re- 
tention 

3 years for departments 


other than the Public 
Service Commission, 


3 years 
1 year 
5 years A-2, D-3 


2 years 


Retain latest one only. 


1 year 


5 years A-2, D-3 
1 year 
5 years A-2, D-3 
1 year 
5 years A-2, D-3 
1 year 


3 months after fiscal 
year expires 


1 year 


DO NOT FILE APPLICATION FORMS ON 
INDIVIDUAL PERSONNEL FILES. 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada. 
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Schedule 3 


Subject Group 


Nominal Rolls 


Oaths of Allegiance and 
Office 


Passports and Visas 


Personnel Files 


Precedence, Table of 


Privileges and 
Immunities 


Promotions and Reclas- 
sifications 


Regulations and Orders 


Reports and Returns 


Retirements and 
Separations 


Salaries and Wages 


PERSONNEL 


Subject 


Of personnel serving out- 
side of Canada 


General 


Personnel 


Pay 


Earning record cards 


Description 


Policy 
Routine 


Routine correspondence, 
applications, etc. 


Individual 


Policy 
Routine 
Policy 


Routine 


Including dismissals, lay- 
offs, resignations, retire- 
ments, etc. 


Policy 
Routine 


Matters dealing with in- 
dividuals to be placed on 
the individual personnel file. 


General salary matters, in- 
cluding: salary warrants 
staff pay deductions, staff 
pay certificates, statutory 
increases and revisions, 
acting or responsibility 
pay, pay stoppages, etc. 


Policy 

Routine 
Earning record cards (com- 
plete pay record of em- 


ployee’s service) for clas- 
sified, casual, prevailing 


Retention Periods 
and 
Remarks 


When superseded or 
obsolete. 
5 years A-2, D-3 
1 year 

2 years 

See Treasury Board Letter 
MI-3-68, as an appendix 
of this publication. 


When superseded or 


obsolete. 

5 years A-2, D-3 
2 years 

5 years A-2, D-3 
2 years 


When superseded or 
obsolete. 


3 years 


5 years A-2, D-3 


2 years 


5 years A-2, D-3 
2 years 

Destroy at age 70 or 1 
year after death of 
employee. 


(See also next page) 
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Schedule 3 PERSONNEL 
Retention Periods 
Subject Group Subject Description and 
Remarks 


Salaries and Wages (cont’d) 


Scholarships, Fellowships, 
Bursaries, etc. 


Superannuation 


Training and Development 


Earning record cards 
(cont’d) 


Paylists 


Prevailing rates and casuals. 


rate, seasonal, part-time, 
sessional, locally-engaged 
employees, etc. 


Cheque lists giving details 
of salary cheques. This is 
a collective, not an in- 
dividual, record: 


*For classified employees 
(including living allow- 
ances). 


*For casual, prevailing rate 
etc., employees (where full 
earnings records cards are 
maintained). 


*The Comptroller of the 
Treasury maintains this type 
of record for seven years. 
Where earnings records cards 
either do not exist or do 


not contain all information 
necessary. 


Rates of pay, statements 
of hours worked, etc. 


Policy 


Routine 


Policy 


Routine 


Policy 
Routine 


Matters dealing with in- 
dividuals to be placed on 
the individual personnel file 


General, including language 
courses, training reports, 
rotational training schemes, 
etc. 

Policy 


Routine 


Destroy at age 70 or 1 year 
after death of employee. 


2 years 


2 years 


54 years from the date of 
the pay period. (The federal 
government does not 
usually hire persons under 
sixteen years of age, or 

give extensions of service 
past 70 years of age.) 


5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada. 
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Schedule 3 PERSONNEL 
Retention Periods 
Subject Group Subject Description and 
Remarks 


Transfers and Postings 


Welfare 


Entertainment and sports 


Working conditions 


Policy 
Routine 
Matters dealing with in- 


dividuals to be placed on 
the individual personnel file. 


Sanitation, heating, 
lighting, etc. 


5 years 


2 years 


2 years 


2 years 


A-2, D-3 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada, 
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Schedule 4 
BUILDINGS, LANDS AND PROPERTIES 


Schedule 4 covers certain specific, easily-defined records areas. Departments and agencies estab- 
lish their accommodation requirements in lands and/or buildings. They acquire such accommodation 
through purchase or rental of existing buildings and lands or through construction of new buildings. 
They allocate space. They alter and develop accommodation to suit their needs. They maintain and 
service. Finally, when they no longer require these properties, they dispose of them by sale, by transfer 
or by terminating leases. Records of certain services or facilities also belong in this schedule. These 
would include records of the installation of major utility services such as plants for heating and light- 
ing, communications systems, water and sewerage networks and so on. 


One central agency, the Department of Public Works, is entrusted with large responsibilities in 
this area. Therefore, a certain amount of duplication of records holdings is inevitable between an 
individual department and the Department of Public Works. Some departments perform part or all 
of these operations. Consequently, the Department of Public Works has complete records in some 
areas, partial records in others and little documentation at all in the remainder. 


Cases may arise in which the retention period indicated will not be sufficient for individual cir- 
cumstances. In such cases the record could be retained for an additional length of time sufficient to 
satisfy the departmental needs. 
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Schedule 4 


Subject Group 


General 


Accommodation 


Buildings 


BUILDINGS, LANDS AND PROPERTIES 


Subject 


Space 


Acquisition through lease, 
purchase, rental, or transfer. 


Addresses and locations 


Alterations and repairs 


Construction—General 


—Arrange- 
ments and 
consultant 
services. 


—Cancelled 
Projects 


Damages 


Description 


Miscellaneous and routine 
matters not covered in this 
schedule. 

Policy 


Routine 


Allocation, planning, 
requirements. 


General correspondence on 
policy, regulations, offers of 
buildings for lease, pur- 
chase or rentals, investiga- 
tions of buildings, reports, 
etc. excluding legal 
documents. 

Policy 


Routine 


Minor—Under $1,000.00 
Major—$1,000.00 or over 


Requirements, preliminary 
discussions and inyestiga- 
tions. , 


Tenders; discussions with 
architects, contractors and 
suppliers about costs, build- 
ing materials, sub-contrac- 
tors, completion dates, 
progress reports, etc.; in- 
spection and takeover. 


General correspondence 
and reports of the investi- 
gation into the damage 
(Where claims are involved, 
see Finance—Claims.) 
Minor—Under $1,000.00 


Retention Periods 


and 
Remarks 
5 years A-2, D-3 
2 years 
3 years 
5 years A-2, D-3 
2 years 


When superseded or 
obsolete. 


1 year after completion or 
cancellation. 


3 years after completion or 
cancellation. 


5 years after completion of 
structure 
A-2, D-3 


For major structures, con- 
sult the Public Archives of 
Canada for selective re- 
tention. 


3 years after takeover. For 
major structures, consult 
the Public Archives of 
Canada for selective reten- 
tion. 


2 years after cancellation. 


1 year after investigation 
completed. 


(See also next page) 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada. 
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Schedule 4 


BUILDINGS, LANDS AND PROPERTIES 


Subject Group Subject 


Buildings (cont’d.) Damages (cont’d) 


Disposal of 


Fires, fire prevention and 
protection. 


Legal documents 


Maintenance 


Plans and specifications 


Description 


Major—$1000.00 or over 


Sale, transfer, expiry of 
lease etc,. excluding legal 
documents. 

Routine 


Regulations, fire drills, 
precautions, etc. 


Policy 
Routine 


Reports—Major fires 


Reports—Minor fires 


Purchase, transfer, sale, 
etc. 


Lease, rental, concessions. 


Char and janitorial ar- 
rangements, redecorating, 
etc. 


Actual construction plans 
and specifications. 


Government-owned 


Leased 


Routine correspondence— 
for minor structures worth 
less than $5000.00 


Routine correspondence— 
for others worth $5000.00 
or over. 


Retention Periods 
and 
Remarks 


3 years after investigation 


completed. 


3 years after sale, transfer 
or expiry of lease. 


5 years A-2, D-3 
2 years 
5 years A-2, D-3 


Before disposal consult the 
Public Archives of Canada 
for selective retention. 


2 years after report is made 
to the Dominion Fire 
Commissioner. 


Original documents are 
transferred to the new 
owner. 


Departmental copies are 
retained until of no further 
value. 


3 years after termination. 


1 year completion. 


Submit for destruction 
authority when obsolete. 


2 years after expiry or when 
obsolete. 


1 year 


3 years 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada. 
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Schedule 4 


Subject Group 


Buildings (Cont’d.) 


Lands 


BUILDINGS, LANDS AND PROPERTIES 


Subject 


Protection 


Acquisition through lease, 


rental, purchase or transfer. 


Disposal of 


Ditching and drainage 
Excavation 

Fencing 

Flood control 


Historical sites and 
monuments 


Landscaping and gardening. 


Legal documents 


Lettings and concessions. 


Description 


From fall-out, nuclear 
blast, warning devices 
(sirens), preventive meas- 
ures and control of minor 
floods. 


See also Administration— 
Emergency Measures. 


Offers, investigation of 
sites, surveys, etc., exclud- 
ing legal documents. 


Policy 
Routine 


Sale, transfer, expiry of 
lease, etc., excluding legal 
documents. 


Routine correspondence 


Preventive measures and 
control of minor floods. 


For floods of a major 
nature see Administration 
—Emergency Measures. 


Purchase, sale, transfer. 


Lease, rental, rights of way, 
easements, concessions. 


Rights of way, easements, 
leases, concessions, etc. for 
Crown-owned lands by 
private corporations or 
persons; or privately-owned 
lands by the Crown, ex- 
cluding legal documents. 


Retention Periods 
and 
Remarks 


3 years 


5 years A-2, D-3 


2 years 


3 years after sale, transfer 
or expiry of lease. 

2 years 

2 years 

2 years 

3 years 


Transfer to the Public 
Archives of Canada after 
5 years A-2, D-3 


2 years 

Original documents are 
transferred to the new 
owner. 

Departmental copies are 
retained until of no further 


value. 


3 years after termination. 


(See also next page) 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada, 
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Schedule 4 


Subject Group 


Lands (Cont’d.) 


Utilities 


a E 


BUILDINGS, LANDS AND PROPERTIES 


Subject 


Lettings and concessions 
(cont'd. ) 


Parking areas 
Recreation areas 


Roads, streets, sidewalks 
and highways. 


Trespassing 


Air conditioning and venti- 
lation; electricity and light- 
ing; gas; heating systems; 
petrol, oil and lubricants 
installations; refrigeration 
systems. 


Garbage disposal 


Telecommunications in- 
stallations (telephone, 
intercoms, etc.) 


Water and sewerage 
systems 


Description 


Routine correspondence 


Including snow removal. 


Policy 
Routine 
Actual construction plans 


and specifications. 
Government-owned 


Leased 
Policy 


Routine 


Installation of 


Actual construction plans 
and specifications. 


Government-owned 


Leased 


Policy 
Routine 
Installation of 


Actual construction plans 
and specifications. 


Government-owned 


Leased 


Installation of 


Retention Periods 
and 
Remarks 


3 years after expiry of the 
right involved. 

2 years 

2 years 


2 years 


5 years A-2, D-3 


2 years 


Submit for destruction 
authority when obsolete. 


2 years after expiry or 
when obsolete. 


5 years A-2, D-3 


2 years 
2 years after installation. 


2 years 


Submit for destruction 
authority when obsolete. 


2 years after expiry or when 
obsolete. 


5 years A-2, D-3 
2 years 


2 years after installation. 


Submit for destruction 
authority when obsolete. 


2 years after expiry or 
when obsolete. 


5 years A-2, D-3 
2 years 


2 years after installation. 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada, 
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Schedule 5 


EQUIPMENT AND SUPPLIES 


Schedule 5 documents the functions of requisitioning, procuring, issuing, maintaining and re- 
pairing equipment and supplies, keeping inventories, and arranging disposal or “write-off” of any 
obsolete or surplus materials. The key aspect of this section is procurement. Procurement files 
normally include requisitions, contract demands, tenders, purchase and local purchase orders, 
invoices and routine correspondence. 


This schedule deals with the official records kept by the Purchase Branch of each department 
or agency, not with the many duplicate records retained by other branches, smaller divisions and 
sections for their own current reference convenience. Where such duplicates exist, they should 
be considered to be and treated as duplicates, which means they may be destroyed without any 
specific authority as soon as the requirement for them ceases. 


The retention period for most of the items in this schedule is short. Once a department has 
secured the material desired, it has little further administrative interest and seldom refers to the 
record. Thereafter, the record itself becomes basically a financial or legal tool, of interest as part 
of the payment process, to the departmental financial or accounts branch. After the financial 
and accounting aspects have been completed the record should be destroyed. 


There is an overlapping duplication of records in this schedule in several ways: 


1. Payment records for equipment and supplies are kept by the financial offices and their 
retention periods are described in the Finance Schedule 2. 


2. The purchasing and procurement department keeps records which partly or wholly dupli- 
cate the individual departmental records. 


3. Within the departmental Purchase Branch itself there is usually some duplication of 
records filed in various ways, i.e. by serial number, by contract or supplier, by requi- 
sitioning office, etc. This is necessary for a short time only, perhaps one year or less, 
but one set should be retained for the retention period suggested. 


4. Divisions and branches of departments normally retain reference copies until their 
requirements are filled. These copies should be destroyed as soon as the goods or services 
are received or rendered. 


However, certain records such as the contract or the claim must be retained elsewhere for 
some longer period. This occurs mainly for payment and fulfilment purposes or from non-fulfil- 
ment of the contract, or from an accident to which representatives of the Crown were parties. These 
types of record belong in the Finance Schedule. 


Cases may arise in which the retention period indicated will not be sufficient for individual cir- 


cumstances. In such cases, the record could be kept for an additional length of time sufficient to 
satisfy departmental needs. 
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Schedule 5 


EQUIPMENT AND SUPPLIES 


Subject Group Subject 


General 


Accounting and Inventories 


Aircraft Individual aircraft 
Inspection of 
Procurement of 
Arms and Armament 


Aviation Supplies 


Automation 


Description 


Miscellaneous and routine 
matters not covered in this 
schedule 

Policy 


Routine 
Building materials, educa- 
tional equipment, food, 
fuels, furniture and furn- 
ishings, hardware, medical 
supplies and drugs. 

Policy 

Routine 


Office appliances and 
machines. 


Minor—under $1,000.00 
per item 


Major—over $1,000.00 per 
item 


Stationery items and forms. 


For stocktaking, issue, 
transfer and disposal of 
equipment. 


Policy 


Routine 


Weapons of all types. 
Policy 


Routine 


Policy 


Routine 


Policy 


Routine 


Retention Periods 


and 
Remarks 
5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 
2 years 
5 years A-2, D-3 
1 year 


1 year after superseded or 
obsolete. 


5 years after disposal of 
aircraft. A-2, D-3 
Before disposal consult the 
Public Archives of Canada 
for selective retention. 


1 year after last inspection 


5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada. 
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Schedule 5 


EQUIPMENT AND SUPPLIES 


Subject Group 


Cataloguing, Identification 
and Labelling 


Clothing and Kit 


Condemnation and 
Destruction 


Drawings and Specifications 


Issue 


Loans 


Maintenance and Repairs 


Manufacture and 
Production 


Prices 


Procurement and Purchases 


Sale of 


Ships 


Subject 


General and scales of issue 


Of equipment and supplies. 


General 


Contracts, contract demands, 
purchase orders, tenders, 
progress reports, etc. 

Local purchase orders 


Requisitions 


Large 


Small 


Description 


Policy 
Supply, records of issue etc. 


Dress regulations, change of 
uniforms, etc. 


Policy 
Routine 


Individual drawings and 
specifications. 


Policy 


Routine 


Policy 

Routine 
Lists, etc. 

Policy 


Routine 


Authorities, invoices, Notes 
of credit, etc. 


Powered launches, inspec- 
tion, research, patrol and 
specialized vessels, barges, 
tugs, etc. 


Canoes and small boats 


Retention Periods 
and 
Remarks 


When superseded or obsolete 


5 years A-2, D-3 
3 years 
5 years A-2, D-3 


Before disposal consult the 
Public Archives of Canada 
for selective retention. 


1 year after disposal. 


5 years A-2, D-3 
2 years 


When superseded or obsolete 


5 years A-2, D-3 
2 years 


1 year after return or disposal 
of equipment. 


2 years, or 1 year after 
disposal of equipment. 


5 years A-2, D-3 

2 years 

When superseded or obsolete 
5 years A-2, D-3 

2 years 

3 years after all action is 
completed. 

1 fiscal year 

1 year after requisition filled. 


1 year after sale 


5 years after disposal of 
vessel. A-2, D-3 


1 year after disposal of vessel. 
(See also next page) 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada. 
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Schedule 5 


Subject Group 


Ships (cont’d.) 


Surplus 


Technical Equipment 


Vehicles 


Write-offs 


EQUIPMENT AND SUPPLIES 


Subject 


Ocean-going, icebreakers, 
etc. 


General 


General 


Individual 


Accidents—See Schedule 1. 


Registration and licences 


Description 


Includes drydocks. 


Airport equipment, fire- 
fighting apparatus, heating 
plants, hospital and medical 
equipment, life-saving equip- 
ment, navigational aids, 
photographic equipment, 
scientific equipment, tele- 
communications equipment, 
ships instruments, etc. 


Minor—Under $1,000.00 
per item 


Major—$1,000.00 or over 
per item 


Routine correspondence, 
maintenance and repairs, 
operating instructions, 
procurement, etc. 


Log books, disposal of 
vehicle, etc. 


Retention Periods 
and 
Remarks 


5 years after disposal of 
vessel. A-2, D-3 
Before disposal consult the 
Public Archives of Canada 
for selective retention. 


1 year after surplus declara- 


tion to Crown Assets Dis- 
posal Corporation. 


2 years 


5 years 


A-2, D-3 


3 years 


1 year after disposal of 
vehicle. 


When superseded or 
obsolete. 


1 year after disposal. 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada. 
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Schedule 6 


GENERAL SERVICES 


Schedule 6 provides for various subjects relating to the services which support the administrative 
and managerial offices of a department or agency. Within this area are records on the production of 
publications, the various means of communications, library and information services, office and 
management services, mail and postal services, transportation and security. 


Cases may arise in which the retention period indicated will not be sufficient for individual cir- 
cumstances. In such cases the records could be retained for an additional length of time sufficient to 
satisfy departmental needs. 
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Schedule 6 


GENERAL SERVICES 


Subject Group 


Books, Publications and 
Pamphlets 


Communications 


Correspondence 
Management 


Data Processing Services 


Drafting Services 


Duplication and Repro- 
duction Services 


Subject 


Codes and cyphers 


Radio and radio systems 


Telephone, telegraph, 
teletype, intercommuni- 
cations systems, etc. 


For installations—See 
Buildings, Lands and 
Properties Schedule. 


Description 


Compilation and editing, 
printing and binding, sale 
and distribution of. 

Policy 


Routine 


Individual Publications 


Policy 
Routine 


Individual codes and cyphers 


Policy 
Routine 
Policy 
Routine 


Duplicates of messages 


Correspondence procedures, 
quality and production con- 
trol, use of form and guide 
letters, signing authority, etc. 
Policy 
Routine 
Automatic, electronic, etc. 
Policy 
Routine 
Policy 


Routine 


Individual drafting items 


Policy 
Routine 


Requisitions 


Retention Periods 
and 
Remarks 


5 years A-2, D-3 
2 years 


1 year after the publication 
appears or is cancelled. 


5 years A-2, D-3 
2 years 


2 years after superseded or 
obsolete. 


5 years A-2, D-3 
2 years 

5 years A-2, D-3 
2 years 

6 months 

5 years A-2, D-3 
2 years 

5 years A-2, D-3 
2 years 

5 years A-2, D-3 
2 years 


1 year after drafting is com- 
pleted. 


5 years A-2, D-3 
2 years 


6 months 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada. 
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Schedule 6 GENERAL SERVICES 
Retention Periods 
Subject Group Subject Description and 
Remarks 


Forms Management 


Information Services 


General (Public relations 
and publicity) 


Advertising 


Articles, manuscripts. 


Biographies 


Exhibits and exhibitions 


Inquiries, queries or requests 
from the public. 


Motion pictures, films and 
slides. 


Newspapers, newsletters 
and magazines 


Photographs and photo- 
graphy 


Posters 


Analysis, design and control, 
identification, authorization, 
etc.; preparation and physic- 
al characteristics of forms. 
Policy 
Routine 


Individual functional files. 


Newspaper, radio, television, 
(Gren 
Policy 


Routine 


For publicity and inform- 
ation purposes. 


Where a department has a 
major exhibit project e.g. 
abroad and has prime re- 
sponsibility for the exhibit. 
Other 


For photographs, public- 


ations, etc. 
Correspondence, scripts, 
etc. 
Policy 
Routine 


Individual films, etc. 


Including subscriptions 


Other than requests for 


Preparation and printing 


5 years A-2, D-3 


2 years 


When superseded or 
obsolete. 


3 years. Before disposal con- 
sult the Public Archives of 
Canada for selective reten- 
tion. 


5 years A-2, D-3 
2 years 


1 year after the article etc. 
appears. 


2 years. When obsolete, be- 
fore disposal consult the 
Public Archives of Canada 
for selective retention. 

2 years after completion. 
Before disposal consult the 
Public Archives of Canada 
for selective retention. 

1 year 

6 months or return original 


request to the sender attach- 
ed to the publication. 


5 years A-2, D-3 
2 years 


2 years after production or 
cancellation of the film. 
1 year 


2 years 


1 year after printing. 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada. 
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Schedule 6 


GENERAL SERVICES 


Subject Group 


Information Services 
(cont’d.) 


Library Services 


Mail and Postal Services 


Management Services 


Records Management 


Subject 


Press clippings 


Press releases 


Radio and television 
broadcasts 


Speeches 


Administration of 


Books and publications 
Newspapers and periodicals 
Recordings 

Slides and filmstrips 


General 


Mailing addresses and lists 


Registers and registration. 


Correspondence on time 
studies, procedural analysis, 
process and flow charts, 
office surveys, etc. 


Reports of a major nature. 


General 


Description 


Arrangements, preparation 
of scripts and individual 
scripts. 


Routine 
Departmental operations 

Policy 

Routine 


Procurement and requests 
Subscriptions 


Bulk payment system, liaison 


with the Post Office Depart- 
ment, etc. 


Policy 


Routine 


Registers of freight, express, 
mail, telegrams, receipts, de- 
partmental and Post Office 
Department mail registration 
forms, etc. 


Policy 


Routine 


Policy 


Routine 


Retention Periods 
and 
Remarks 


1 year 


2 years. Before disposal con- 
sult the Public Archives of 
Canada for selective reten- 
tion, 


2 years. Before disposal con- 
sult the Public Archives of 
Canada for selective reten- 
tion. 


1 year 
1 year 
5 years A-2, D-3 


1 year 


2 years 
1 year 

2 years 
2 years 


5 years A-2, D-3 


2 years 
6 months or when super- 


seded or reduced to machine 
operations. 


1 year 
5 years A-2, D-3 
2 years 
5 years A-2, D-3 


Before disposal consult the 
Public Archives of Canada 
for selective retention. 

5 years A-2, D-3 


2 years 
(See also next page) 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada. 


96888—63 


75 


a 
v2 - 
7 


[ 
if-tiat 
7 ntaal 7 aia 
a8 ek. } 
7 
f iy 
i Ul - manage _ 
‘ é Y ae x | 
: ' 
a or al erik irula wat ot, 
Penile tl aes . aqgeeTh |= 
| 2 - 
{ 7 
‘ : 
; spa, wire li 
| | | 
i } imi i 
i rf ' 
yy j a 
iT i) 
ig HPT 
f 1 : 
ao} pit el et on 
| | 
| 
i t 2 
7 | | 
» iia As sodewre? 
Ay . | 
| 
| "sae, : ww 4 E i 2419 He DS 
La t 2 J = 
‘ 4 a feed |i ee 
iat eben It 
. Hh) 
H 
; é 1 Oem | . , 
yes = =<)5 ae 
. : | eeu 
Laie a <iebanasa 
af) ola Rs 
phate ial mend ou “ 
oe .4 i se 
t4T iG » oo 4 H a@ - . a . 
| PEE. tt 7 ieet 
\ eifiad’? , oni es 7 7 ’ > 


/ 7 . 7 


Schedule 6 


Subject Group 


Records Management 
(cont’d.) 


Secretarial and 
Stenographic Services 


Security 


GENERAL SERVICES 


Subject 


Disposal and scheduling 


Disposal and scheduling 
authorities 


Indices and registers 


General 


Breaches 


Clearances 


Communications 


Identification methods 


Description 


Policy 


Routine 


Treasury Board Minutes, 
Public Archives of Canada 
Authorities, attached records 
schedules and lists of indivi- 
dual files destroyed in the 
case of submissions with no 
continuing authority. 


Authorities 


Lists and indices of files 
destroyed. 


Policy 

Routine 
Documents and papers 
Personnel Policy 

Routine 


Individual security 
clearance files 


Negative 


Positive 


Visits and visitors 
Policy 
Routine 


Fingerprinting, “I’’ cards 


and passes 


Policy 


Routine 


Retention Periods 
and 
Remarks 


5 years A-2, D-3 


2 years 


Until superseded or amend- 
ed. 


10 years after files destroyed. 
Consult the Public Archives 
of Canada. 


1 year 


5 years A-2, D-3 
2 years 
6 months 
2 years 
5 years A-2, D-3 


2 years 


3 years after employee se- 
parates from the department. 


5 years after employee se- 
parates from the department. 


1 year 
5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 


(See also next page) 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada. 
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Schedule 6 


Subject Group 


Security (cont’d.) 


Translation Services 


Transportation 


GENERAL SERVICES 


Subject 


Industrial 


Information 


Physical 


Regulations and orders 


Reports and returns 


Subversive activities 


General 


Baggage 


Effects 


Freight and express. 


Hotel reservations 


Description 


Policy 
Routine 
Exchange and release of 
Policy 
Routine 
Buildings, grounds, equip- 
ment, guards and Corps of 
Commissionaires 


Policy 


Routine 


Inspections, surveys, etc. 


Sabotage, espionage etc. 


Air, rail, road and water. 
Policy 

Routine (Arrangements for 

tickets, passage; fares and 

tariffs, etc.) 

Lost, damaged or unclaimed. 

Air, rail, road and water. 


Policy 


Routine 
Air, rail, road and water. 


Routine 


Rates, tariffs, schedules, etc. 


Confirmations, reservations, 
telegrams, etc. 


Retention Periods 


and 
Remarks 
5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 
5 years A-2, D-3 


2 years, or 1 year after 
requirement ceases. 


When superseded or re- 
voked. 


5 years A-2, D-3 

5 years A-2, D-3 
Before disposal consult the 
Public Archives of Canada 
for selective retention. 


1 year 


5 years A-2, D-2 
1 year 
1 year 
5 years A-2, D-3 


1 year 


1 year 


When superseded or revok- 
ed. 


6 months 


(See also next page) 


Significant policy records as defined in paragraph J.A.(c) of the preface should be transferred to the Public Archives of Canada. 
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Schedule 6 


Subject Group 


Transportation (cont’d.) 


Typing and Transcribing 
Services 


Motor 


Personnel 


GENERAL SERVICES 
Retention Periods 
Subject Description and 
Remarks 
Department owned, private- 
ly owned, taxi services 
Policy 5 years A-2, D-3 
Routine 1 year 
Air, rail, road and water. 
Policy 5 years A-2, D-3 
Routine 1 year 
1 year 


Significant policy records as defined in paragraph I.A.(c) of the preface should be transferred to the Public Archives of Canada. 
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APPENDICES 


P.C. 1966-1749 


Appendix A 


THE PUBLIC RECORDS ORDER 


CANADA 
PRIVY COUNCIL 


AT THE GOVERNMENT HOUSE AT OTTAWA 
FRIDAY, the 9th day of SEPTEMBER, 1966 
PRESENT: 


HIS EXCELLENCY 
THE GOVERNOR GENERAL IN COUNCIL: 


His Excellency the Governor General in Council, on the recommendation of the Secretary 
of State and the Treasury Board, is pleased hereby to revoke Order in Council P.C. 1961-212 of 16th 
February, 1961, and to make the annexed Public Records Order in substitution therefor, effective 
October 1, 1966. 


Certified to be a true copy 
(Sgd.) R. G. ROBERTSON 


Clerk of the Privy Council 
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PUBLIC RECORDS ORDER 


SHORT TITLE 
1. This Order may be cited as the Public Records Order. 


INTERPRETATION 
2. In this Order, 


(a) “department” has the same meaning as in the Financial Administration Act; and 


(6) “public records’? means correspondence, memoranda or other papers, books, maps, plans, 
photographs, films, microfilms, sound recordings, tapes, computer cards, or other docu- 
mentary material, regardless of physical form or characteristics, that 


(i) are made or received by any department in pursuance of federal law or in connection 
with the transaction of public business, 


(ii) are preserved or appropriate for preservation by that department, and 


(iii) contain information on the organization, functions, procedures, policies or activities of 
that department or other information of past, present or potential value to the Govern- 
ment of Canada, 


but does not include library or museum material made or acquired and preserved solely for reference 
or exhibition purposes, extra copies of records preserved only for convenience of reference, working 
papers or stocks of publications or printed documents. 


RESPONSIBILITIES OF THE TREASURY BOARD 


3. Nothing in this Order shall be construed as restricting the authority and responsibility of the 
Treasury Board to exercise its functions in respect of general administrative policy in the public service 
and in particular to issue policy statements or guides aimed at the administrative improvement of 
records management in the public service of Canada, or assessing the effectiveness of any department 
or agency in these matters. 


RESPONSIBILITIES OF THE DOMINION ARCHIVIST 


4, With respect to public records in the custody of departments, the Dominion Archivist shall 


(a) assess all proposals to destroy records and approve such of those proposals as he considers 
to be in the public interest; 


(6) assess all proposals for the removal of records from the ownership of the Government of 
Canada and approve such of those proposals as he considers to be in the public interest; 
(c) assess all proposals of departments for microfilming with particular regard to 
(i) the appropriateness of equipment proposed, 
(ii) the efficiency of the processing techniques to be employed, 
(iii) the adequacy of the proposals regarding the preservation of public records, 


(iv) the economies that might be obtained by using the central microfilming service for 
machine processing. 
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(d) from time to time review existing microfilming installations in the light of the factors listed 
in paragraph (c); 
(e) assess, through periodical reviews of departmental practices 
(i) the adequacy of departmental records classification systems as a means of preventing 
loss within the holdings, 
(ii) the extent to which the important policies and programs of departments are docu- 
mented for future research, and 


(iii) the extent to which records are segregated as to value and given adequate storage and 
handling in order to protect them from deterioration and from accidental and wartime 
destruction; and 


(f) establish standards and issue guides to departments in respect of the matters described in 
this section. 
5. With respect to public records in his custody, the Dominion Archivist shall classify, store and 


safeguard 


(a) historical records no longer required by departments and transferred to the custody of the 
Public Archives; and 


(b) records of defunct departments that have not been placed in the custody of some other 
department. 


6. With respect to dormant records that are still the property of departments, the Dominion 
Archivist shall provide economical records-centre storage facilities and shall promote the use of such 
facilities. 

7. In relation to the responsibilities set out in sections 4, 5 and 6, the Dominion Archivist shall 


(a) prepare an annual report to the Treasury Board on the activities of departments in the 
field of records; 


(b) submit reports to departments whenever he considers there is inadequacy in the management 
of their records; 


(c) serve as Chairman of the Advisory Council on Public Records established by this Order; 


(d) issue general schedules regarding the retention and disposal of records common to most 
departments (i.e. housekeeping records); and 


(e) establish standards to assist departments to schedule the retention and disposal of their 
operational records, and approve or refuse to approve all such schedules. 


RESPONSIBILITIES OF DEPARTMENTS 


8. (1) Each department shall 


(a) designate an officer of the department who has a thorough knowledge of records manage- 
ment to act as Records Co-ordinator; 


(6) submit to the Dominion Archivist any proposal to destroy records, other than those covered 
by existing schedules, or to remove records from the ownership of the Government of 
Canada; 


(c) by May 1, 1969, submit for the approval! of the Dominion Archivist retention and disposal 
schedules applying to all operational records; and 
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(dq) when considering the possibility of using microfilm in the management of records, seek at 
an early stage, the advice of the Dominion Archivist on equipment, techniques and possible 
economies, whether the department is conducting the study using its own resources, an 
advisory service or a consultant. 


(2) Where the Central Micro-Film Unit of the Public Archives cannot provide suitable microfilm 
service to a department, taking into consideration economy and departmental program needs, the de- 
partment may, in accordance with the Government Contracts Regulations, utilize commercial micro- 
film services on a service, rental or purchase basis. 


(3) No department shall destroy records or permit records to be removed from the ownership 
of the Government of Canada without the approval of the Dominion Archivist. 


ADVISORY COUNCIL ON PUBLIC RECORDS 


9. (1) There shall be an Advisory Council on Public Records to which the Dominion Archivist 
may refer matters of policy and proposals for the destruction of records, whenever he considers that 
the experience of departments and the views of the academic community are specially relevant. 


(2) The Advisory Council on Public Records shall consist of 
(a) the Dominion Archivist, who shal! be Chairman; and 


(b) twelve other members, to be appointed by the Treasury Board on the recommendation of 
the Dominion Archivist, each for a term not exceeding three years, as follows: 
(i) nine members from government departments and agencies, including the Treasury 
Board at all times, and 
(ii) three members from outside the public service, one of whom shall be a representative 
of the Canadian Historical Association, one of whom shall be a representative of the 
Canadian Political Science Association and one of whom shall be a representative of 
the Records Managment Association of Ottawa. 


(3) There shall be at least one meeting of the Advisery Council on Public Records in each quarter. 


(4) Procedural rules for the Advisory Council on Public Records shall be drawn up and issued 
to departments by the Dominion Archivist. 


(5) The Advisory Council on Public Records shall consider and make recommendations to the 
Dominion Archivist concerning all matters respecting public records referred to it by any member of 
the Council or the Treasury Board. 
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Appendix B 


(Separate Index attached) 


TREASURY BOARD MINUTE 


Extract from the minutes of a meeting of the Honourable the Treasury Board, 
held at Ottawa, on October 18, 1962 


T.B. 600427 


FINANCE 
(Comptroller of the Treasury) 


The Board, on the recommendation of the Public Records Committee, (S-17-62), authorizes the 
immediate destruction of the files listed in the attached schedule after retention for the periods in- 
dicated therein. 


Assistant Secretary 
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OFFICE OF THE COMPTROLLER OF THE TREASURY 
SCHEDULE OF PROPOSED RETENTION PERIODS FOR 
RECORDS MAINTAINED IN VARIOUS TREASURY OFFICES 


NOTES 


i 


The retention periods are shown hereunder in numbers of completed fiscal years over and above 
the current fiscal year, except in a few cases where they are shown in the number of months from 
the date of creation of the record. 


The retention periods apply to the original copy of the records listed. Copies may be destroyed 
as soon as they have served the administrative purposes for which they were created. 


In the case of Ledgers and Registers, or any other record relating to continuing or uncompleted 
transactions such as contracts, trust fund operations, asset and liability accounts, suspense ac- 
counts, etc., the retention periods must follow the date on which the last accounting entry com- 
pletes the transaction or closes the account. Parts of such records (such as volumes and ledger 
sheets) which do not reflect any incomplete transaction and have been inactive for the duration 
of the specified retention period may be destroyed. 


The retention periods shown hereunder are invalidated wherever the provisions of specific legisla- 
tion or regulations under which the transactions were made require retention for longer periods. 


Years of Retention 


STATEMENTS 
Expenditure and Revenue Statements or Listings by Vote, Primary, Sub-Allotment, 


Financial Encumbrance or Establishment—monthly..............ccccccesescesseeseessceeeeseeneees 


a 
fo) 
Ss 
— 
Mw 


Miscellaneous Accounting Statements not otherwise provided for herein— 


_ 


daily, monthly or quarterly.................... 


ACCOUNTING VOUCHERS 
Accounts Payable Vouchers—All—including abstracts or voucher facings, requisi- 


tions for cheques, invoices travel and removal claims, travel warrants, bills of 
lading, progress payments, imprest account vouchers and vouchers forming the 
basis for credits to advances and also including Purchase Requisitions, Purchase 
Ordersrands GOmtracts ra cenceetiee: teers: seeceea roacererents see eemece ee een area cone as erect 5 


Accounts Receivable Vouchers—All—including sales slips and bills of all types, of- 


ficialErecelDtssaTicea Mle Cen tet OTM Senta seeece emcee seamen ee erect ee arate er eaters rate ty ee eae n eee 


Allotment Transfers (Treasury Board transfers between primary allotments)................ 5 
Bank Vouchers—including receipts, deposit slips and copies of Transfer of Funds 


SOUTH L WOUGIICIS meee coe eects Sere areca eto Rs ead Sn era ee 
SecunifyaDepoOsitman de Releases Oris sae semen eet senagccoaerteesere rset pene e eoeceer ee reer erere 
Stores [Sse VOUCWCTSs sce carsererse eters een ceceerse eave oe caeescrces tr ePaces eo gecrereceer acters een 


VOUCHEES Fe scce so cops ccuceceaces sch OM AE ects Ae BN neha Med hte ane Ren) weaned 


NR Oe 


CHEQUES 
Bank statements and_ reconciliations 


TM Pest: DANKINGACCOUNILS terete ere rere etre eee mentee ete RR Cn cene ree Reese 
Chequer AdjustmengDivisiOmes sere er eet cette mete ener eet reece ee ree eee ere 


—_ A 


Cheque Abstracts— 


Cheque Liststandicheque transcripts AU ee recrrre ser eeees-cveweonerecs res vav-vecreweteteentesten cece reeseecers 
BLOCtionn Warr aintss sa: 22-0: .covsucoees ses tovertm bos ces mecccecct tae meee te ae ee ee ee eae 
Iists-or returned icheqties— subsequently paiGe a. ce secs cesar eecee tr acerca ee ace 


Whereattached sorsUppOnin ay OUCKCTS erreee seem antes sreerer teres eeearer eaetsseeersdeeereceeeere 
all other: Copies...cc.sgecces.s-s5e eee arte ae a rel ent aaaitee ee 


NANA UN 


Years of Retention 
CHEQUES—concluded 
Lists of returned cheques—subsequently cancelled...........ccccsssesssseesessseseeeeneeseensensnersneaceces 
Lists of cancelled Cheques............c.cecssersssrrsesesrssosesssussssssseenssnresasasnensneseerensenscssuasaconusauescsseoqonses 
Lists of cheques deposited to various banking ACCOUMLS............seeserereseeeseneeenenerenersenees 
Receipts for Cheques..............c.crsersssoroconnssersserasesssenssonesosencsssrennegesaseqesnsnensnausssenssenssensousssasstes 
Returned cheque VOUCHETS..............cssescssssssrsecesassssrvencscnrserneesensersnescasensssagesssnsnesessesscsssencsaseees 
Statutory Declarations re lost CHEQUES. ...........sscsssssceressesssnescserersessssssrcssseracsnnesensaeneareeasnes 


— te 


FINANCIAL ENCUMBRANCES 

Beteeetacin) Beer AO. 2. coscicesevctvicessvsvssvensoxennedsosssissarctvanpvanscuatesanivaladksssaamtucanessuessiaecenerees® 1 
Financial Encumbrance Adjustiments........0sscscsssscssasscsscssesnsncsesssnaseanceasssonoreaneseassensnaesessosstes 1 
Pea Ti A TEESENTSCRSE 1S EELIR ECR oy sx ce cv gs cian ney crn co yishoncoicdn puicaee enconn nthe nsdnianstaleginesonanerabong nasa eieaiaraiperrion 1 


LEDGERS AND REGISTERS 
PACsOis ROSIE DNS TCG OTS. 5... cisssnceeceseavensnercesoncanserercsesevirswavvepine iaiadeeyiisunscsatiesnnernivesiameasaress 
PIPE LOG QGEG OE BOIS tErS. 65.on 2 vcasciaxarexeswsceavsvavasnssuvnevsbeasbasaannnsvueigurveyenantonsisibssaaresrunsoatie 
Cash Books, Cash Blotters, Cash Summaries Receipts Registers, Wharfage Books...... 
Cunadian Pension Commission Ledgers (ica. isccesocosnsavssesssnstiassituchncesdunsevessnceussobedapnsnansgerecesias 
TESEY CSTE TRG TAS, cspae octssav senta tbteds is tv'omancdonsanvicussvenssasesevcexenccniccevcestesss hes caxaraanainaneaeunsoasiine 
MSO FR TDI soo shes cedleaecsena sob ob dvien beoe ca Gaavsiva os watedpn diner babana ceeb ahs couaeteeane My eeREnnenaee sete 
RS PER ET AE MTN serra occ antennas du shdan ounh assy ces eUaadae ie ansy ansehen Guano taaaea Gee aati penna a nwatrotlaeaaakaaeas ier 
Encumbrance Ledgers or Registers 
Establishment Ledgers 
Eskimo Loan Ledgers 
SYNE ECL EAS SE SSCLION NS ches cary can vac Vode acto ants oats Moen aTdun aduce in auteiptnnnaesaatonen daa sedan ease nesussoiasn ccaseiaes 
PALEY PAO WALI LOCREES. 2k crc cocesetcesepientizese ctecast dovsisasseanecunseoreees Gisenaateer vas crarassnevaactsncesqroestace 
Federal-Provincial Agreement Ledgers 
MPa ROOTS oo seccsnecicsste as coi vse cates cnahctaseerwcskeszacsane suvamecuecrep mane eet eoean inivarestates vemtenscomers 
Harbour Dues Ledgers 
BRUTE BOGE Fa. F255 ob ss tates Sean nde s cacvat ean ce tu caehn ots uncon Sager chan debengnaveraselnrndeanccandtaacup nabs 
Imprest Account Ledgers 
BYVORGS RG OTSLONG oo seg. asics dearuaasurocsabesseah ces tavecducecaptereaciccis ons toneatnachrcennerers AUnVEGNCE cpimuassescssacarreoe 
POUTMAL WoICH eR REGISTERS 6 osc evssctekeaseinsctuatos canuativnse obhecaseuupcmeosiencteusdsvasentiraccieasadsersshaeresenease 
Loans ad. Investments Led Sere... aha wc cree retin siccce Wee mes ctreedntraze etecanetbertaccrnenccatoass 
Loans and Advances to Employees 
Old Ame Security Ledoersts, occ ciccecscsesov catecaveactarstvevecscaceeccsastensect te uctetivecetesasec ee mes Teena 
Open. Accounts Ledgers and Registers c2.cc5 cascecccessscxcscsnacteestes chondeees ecttorcaee tse entncceveesnandessinr 
Postage ledgers—Daily Records and Advance Accounts 
R.C.A.F. Treasury Account Cards 
Record of Legal Payments made 
Refund Lied cere 5 ccck bind caeesuacstodadashendataanethcttiavassctittouedeseentaeavcaeseeencetranrecatecte meee tere ree 
Refund and Drawbacks Ledgers 
Repistered Mail RECOLG. cctv saeco etree a ern RCE Tee ates 
Security Deposit Ledgers or Registers 
Soldier Settlement (W.W.1.) Ledgers 
Suspense Accounts 

(after transfer to appropriate account) 
Travel Advance Ledgers 
“REUSE LOG BOTS osu, tiecce ser cuascocrec usta ceucthceterescra ne CRE ee eee Coen ee ae 
U.L.C. Revenue Subsidiary Ledger 
Veterans’ Benet Ted oers..ob. ccccsccsstac hore Pet racer coe eee Sie erence eset cae 
War Veterans’ Allowance Ledgers 
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MISCELLANEOUS RECORDS 


Acceptances of Tender, Agreements): G0; crstecccsessssszscaueceeoeas sce aeevenextencestevneeesaronmenneteaies 5 
Audit Reports and ‘Workitio papers: so ccvessacsaxciecsstaccatessisccncecucsecdwmr nes nates ae ee 5 
Authorities 

T.B. Minutes, P.C. Orders, Rulings etc. 

=—telating tO Individual payments. cts ere eco 5) 


eT nr re rere tee EN a REEL IN NWN par ht aha A ROR dh Dor Indefinitely or 1 yr. after super- 


Bank of Canada Bxchanve rate sheets. x7, .kssacccecccscsess csciaot evs eee ee 
‘Community Chest Canipaitn files. -:,, 350.25 crsen consent aie cr ee 


General Correspondence relating to payments made or revenue collected 
Departmental Inventory lists 


nnn eee e nen eneeeeneeee 


NUR eR 
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MISCELLANEOUS RECORDS—concluded 

Powers! Ob Attorney scce. eset evs eee eer tae 

PUDNCPACCOUNLS IMlanUSCEIDIS meen ruecnret teenie tere eee 

Reguisitionsifon Supplicsse seen rent eee ee ee 

Treasury Equipment and Supplies Inventory Cards 
Trial Balances 


teen een nena eeneeneeer seen sseeeseee sense en ssee sees ees eee ESS OESEEESOEESOEEESESEDESSDOESEEESEEESESSSSESEOSESEEE SEES SESOOES 


PeeeeeOeeeeetreecer crete seerrerreri irr rrr itt r etter tree rr irri rir i rir t titre reer terre 


PAY RECORDS PERTAINING TO PERSONNEL FROM ALL 
DEPARTMENTS 

Earnings Records Cards (complete pay record of employee’s service) for Classified, 
Casual, Prevailing Rate, Seasonal, Part-time, Sessional, Locally Engaged employees 


Paylists (Cheque lists giving details of salary cheques. This type of record is a collective, 
not an individual record.) 
—for classified employees (including living allowances).............ccceccscssessssesssseseseseeecseeee 


—for casual, prevailing rate, etc. employees (where full earnings record cards are 
SOMEEN TAL ECHO OSLO) Messe tas. he ta LAN eR a Ry a RB or de heat ernahec ROBT 


—(where earnings record cards either do not exist or do not contain all information 
TICCOSSALY). )eectseess eee cece sauce eeeuse ee ee secret ee eng ane ee cay Se or cue onenL eRe eISSN ReR ESN nee aa 


Personnel files of terminated employees containing documentation relative to class, 


SalarysamdideGucnOns es ..c0 rence sere eee eer tanaeer ese ee 
Staff Pay, Certificates ie reccrecestoccertreeeeter cee Sereno ae eee ee nt cre rene eR 
Payroll time summaries, controls and deduction authorizations..............:ccsccssessseseesseeeees 
Dedtictton. Paylsts:5 .secceteccnnissrecco es eee ANS Eat acne ard tes see RUDRA Ree ERECT 
ANnuitant’ Deduction PaylistSxcs.tsese eters ee ec ee ee eae eee een eee tener ero eee 
DeductlonmReniittanceMsistsieessscce teres eee sme r ores ar cree tetera re nes eee eee ce nears 
Barnings Records: Statements erncsetereot ttcan ceecncrcer: aostaete eer neererine rieecretiecisemnrre rrcers 
Annuitants Earnings Records Statement 
Superannuation and Pension payment Cheque ]IStS.s.c.c.s<-0c:cse.cacceccsecscsstecessteacczsecsscesscsiavece 
PACA GUT PA TetuUrinssc. eres sesserscerereercevesviescesvtivastecs ecsvasssecucotacstecseecctaestoscaes srensvasautcnssastetstccatiears 
Annuity Records (nanually posted: prior ito! 1953) isescsccaccsatacsesstevsverezcearssssescceccenctenseescessenes 
Retirement tindtaccounts Gndivicd yall) eset esecsccvstererececessrsveesst nocea:oesecesesescorsttssdvenceesteneearcrere 
Refundirecords((individal) mecesscescscce nt erescesccexccscccavaceuncnestetesbatetncsenc:Cecserestvessascsteatuanstenst seed 
Superannuation Account opening balances Jan. 1 /54............-:-cscecssscssosssssesosssesesereoseensares 
Annuitants files containing service records benefit authorizations, life certificates and 

deduction motices—termminated hile. mercsr essere secevereeertncsteseorers tect ssaseath teessdcrseecacdentipeeweess 
ATinitants led PetiCardS ers cacccsssccvescateatsocersantvssccrsessatesetenestsacecisiycstzertsctarevettocesccectecsveccuscaransenes 
Requisitionsorn payment or death Deneitsrwen rece eccrer reenter etter srsrerss rae 
Documentation: re:Assigned: Payecccccsscee caesar seaneces saaer veo rene nsea enc asereeusanteuneisveuectvarsdsneens 
Ganada Savings Bonds) Pled Ses ecenren cere rccrsee steerer can serene nee aseeenencereersieee 
Gash Gratuity, Statements seac-cccaccncaccorverssscectuceeoucevecereestcs-eseccouacecsantecacecerectetvremneress 
R.C.M.P. authorization forms for allowances and deductions 
*Pension records—locally engaged emplOyees............s.csscecssessscessecessecessnseseeseseesscsssesncsasesees 
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Years of Retention 


We Were 


Destroy at age 70 or two years 
after death of the employee. 


7 
af 


54 years from the date of the 
pay period. (The federal gov- 
ernment does not usually hire 
persons under sixteen years of 
age, or give extensions of service 
past 70 yrs of age.) 


To conform with T.B. 679645, 
May 2, 1968—MI-3-68 

22 

5 

9 mos. 

9 mos. 

2 

5 

9 mos. 

"i 

5 

Destroy 
Until two years after death, pro- 
vided that all estate matters are 
settled. 
Until the employee reaches his 
seventieth year. 
Indefinitely 


3 
Until two years after cessation of 
payment to the annuitant or his 
heirs, provided that no action is 
pending, or is anticipated, which 
would require this record. 
Until five years after final pay- 
ment has been made. 

5 

2 

=) 

5 
Destroy at age seventy or two 
years after death of the em- 
ployee, provided that no further 
action is pending, or is antici- 
pated, which would require this 
record. 


RECORDS RELATING TO TREASURY PERSONNEL 
Attendance 


PAICA ETS TOT LOR Tein scsi cceciivenessveversonavernesernssonvancesabconssduenquects nb nieisissnsirascysseseansiernraarieasa 
BATTS Ta ae cca ss eee eres acca cate sevrneanenvovaicaowbtnsmnncncnessturnen cos aaveamiprateca ccs tide tek aD ran 
BOBTAIL TIRE on Sov cs cect sonencmanebieann seth ausupie sivas ads cap eeantentvecaa sou estesntsancevassononnive ttusw lint NEA SRE 
Promotional Competition TOOLS oc iessvinsisescocsvocecensvevesesevesraaresnsetenavevesutadedVesvetcusy conven toerntnd 
ADVERTS COTS BINT POMOTIG Goi cca cavavvennsenesesscacsserenrnaysseonsnscanrienensuphaantsetev el ces tuutystassveOnseaar vie 
BERR REIN roused csc coca osee fons te ces ses to ctupsndonvsivvel vase orsten oh canopies ena dipaae detente TRA eee 
PSUMeEe SEDO IIEEAY MIENOE NS ois tars ase vs son ca calncsGaitdne ckotnbidederetlnseiumntevandhsnsinsbusvle seneucesat esas sox oustegeneinv in ereend 
SSUELTE OUTGUI STEN SUTRAS Fo oon ses iccnen cee nen caprapssoess cnmnenanstanelspnsinnp As pons aeekes nakersn tidy le canuasbsn une 
PEALCOLY TRCTOASS TOCOMIMCAA HON sa ooo ciscsadzaieoneoienovssenes<xornswsseneiuensbarrecanss evap tinesseageqnaeasnn’ 
CREE OLS BATICL L COMBE TCH TIONS, Loo. caus cdenvsarovsinconvcs ce ysviendcecsabenyanstaysoscosnnutecisbnshiFepaneanes ete 
Establishment Proposals and Submissions. to TB..........ccesocossseeceassgustsncnasteorerapesessnrntancae 
Compas porience De. EStaishitents. fon: cs ccorscecvenassoucoasvansese er sos casectranennstantesnadunserensed bey ranecten 


MISCELLANEOUS RECORDS TO BE RETAINED INDEFINITELY 
National Harbours Board 


PADI TIGHL SSEALOEIIOHIES az. L0 Saaz Ss crcccatpecet cannaticarnecencssasingossoerereee srs eee sae ee mnie eS 
CSSPORAL TG GOL Boon orca scekcewe ecu ennetevesasten BUytendencueteneackncdeaseted donvitteseneustentnixadehipet fan ceavies 
Capitan Psa OUees Vie ORC t eos ccscteaten chesancteliseteeetuscessaaccuteesdcesecstatgentatnustenean saute vee soniye 
ATRIAL EISES og ttetc tore ie Was os close sev atacd Gu ceatiet aces euebubaes thet cock Sevan tecsttaver Aeon erneweeeedeeeteezee 
AV OLE Tier MOTE SAlOn FUNG ECO ZETS. A. <ccos.cccacantenacterstansucreusseenaeceentetesecsicarertevoesase 
superannuation and Retirement Fund Led gets.......::cscscsasssecsssesssssansesonsenesessivsevensnses 
PUSCRICT ELON POOLS haste pace Nese rgacdtcacion Govsdees cater ou toncisicions eoinropeeyeo eae ncaa aea EE or cere zane 
BREST IEIC: WR USCN aes Oe nce nurre ns oxen tesihcn ig Caodpivgiecasoud vassucetretcseae Olareantere mans an nervaciceeattes 


National Defence 


PSTUAL INAS ter ON ATICIAL STALCETION US ses ccc see diet ven evcverssd onenvpuaverercee oheseomueteoncunteeeueene 


Fisheries 


Pisbermenas Mndenimity, PUR Led eersssnvesczcccavousssssssisscteeeesree tee necchetees meee eerie 


Indian Affairs 


Indian Sayviows and ‘Trust Funds Ledgers, ..c..siicjecocccascccscuee eetpee ects ees aeeee 
Band Salesiand Timber Sales Ved gers een ccc sosswasscccth pe eee ease 


House of Commons 


MLPs Retrement Allowances ‘Records. ssr.accinctseosceseasasteesencatce es ntotenesaes oe neaeee ee 


Unemployment Insurance Commission 
Benefit Summary Ledger 
General Ledger 
Securities Subsidiary Ledger 

Treasury H.Q. 

Treasury Bills Ledgers 


96 


Years of Retention 


1 

1 

1 
Destroy on expiry 
Destroy on expiry 

1 


‘| 
Destroy over age 70 
3 


Indefinitely 
1 


3 
3 
3 


INDEX 


APPENDIX B 


Note: All numerical figures indicate time in fiscal years over and above the current fiscal year. 
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oe 


Years 


A 
ABSTRACTS 
—Cheques attached to supporting voucherg.......... 5 
— All OCHERA COPIES teeescterccciete czsseceesccceeses 1 
ACCOUNTS 
—Bills of Lading Payable Vouchers......0.......c:cse000 5 
—Credits—Payable Vouche?S...........c:cccscsssssseseseeeees 5 
= TIMDLeSth, sacu secon seer scessnaizavasecet eteattre tee te tee 3) 
—— LCA PETS HRECCIVADIC a weaess fatter 5 
= MANUSCLIP{tS—PU DLC acecscvesssucestucsscetvetreseees aterenterte 1 
=——Payable: Vouchers iz: ssredsssctvossvecse teenie eerste es 3) 
——-PrOLress PAY IMeEMts mess ceresreee ee neteceente teers steescseeere 5 
=—-RECCIVADIC: VOUCKELS ev acarsivettine tiation: 5 
—Statements Not Otherwise Provided for 
—Daily, Monthly, Quarterly.........0ccccceeeeeeees 1 
—Published in Public Accoumts...............c:0c0-e 2 
—V Carly cei estasteretesa teen scvesiscvencett et sectecens ecebecpantecn’ 8) 
ADVANCES 
— Accounts! Payable sires i. .ccestentecssrareeeissiscsseasadeevees 5 
—Ledgers or Registers—Travel............s:cs:c0scesseeeees SS 
AGREEMENTS teen ere eee ec 5 
ALLOTMENTS) UransteriOlmemn etccsse-dsrecarieccserearteee 5) 
ANNUITANTS 
—Annuity Records (Manually posted to 1953).... 
PEE eee OTE aE CC eee Destroy 
= DCMNCLOM PAVIISLSmcer socsees terete eeeter cere eves 9 Months 
Ned Per Cards Me mettre eoseseccecsaSsesevesnceessuvetieres Until 2 
after cessation of payment 
—Statement of Earning Recorda...................-. 9 Months 
=== CT MINATCAUE IN OStea nt rtecteresstencessterse sn enriavi ee destneecs 3 
ATTORNEY POWELSIO liccecte sec sssVrerenert recone ssntsccrouaes 5 
Aupit, Reports and Working Pape?5...............:s:0+e000 5 
AUTHORITIES 
—TB Minutes, PC Orders, etc. re Individual Pay- 
PCTS reat ce sence ce cata cemectntersesviocacntheroeeestoneboares 5 
m= All Other sie reccensscesemonsterrccststossscserss Indefinitely or 1 
year after superseded 
B 
BANKS 
= DEPOSItSlI PS. ccsacsvae: ress. casteeteeeer esis een wearer eneexceess 5 
—Exchange Rate Sheets (Bank of Canada)........... 1 
RECEIPES is coe. cacnceesranoathasnrsncstostentes cast stoesteccuscers sorascese 3) 
== PPATISLCT OL HULU cersecet sersttecsacesnsesevssesessrrewertccesr 5 
== VOUICHIICT'S sacsaccectocseness suncreserearcuastucmareterervacenneesscassas 5 
BILLs oF LADING 
—Accounts Payable Vouche?5............:::ccssecsseseseeseees 5 
ec 


CASUAL EMPLOYEES—See Earning Records or Pay- 
lists 


(CHEQUES 
—Abstracts attached to supporting vouchers........ 5 
— AlIOTHEECOPICS es serceaestesene-ccserst ccosareeceers 1 
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Years 

CHEQUES (cont’d.) 
Cancelled Bists: ofa aiali hs caraveants 1 
ESE CTIONYW ALTANUES | s0s5_ccsssavuncseuvascoatertecreseecetereeee ¥/ 
=—RECEIP LS creche votre circa econo hoc MeO 1 
—Returned—Lists of Cancelled...........cccccecseeseees 1 
—Returned—Lists Of Paid..........ccccccsesssssessssessesecsees yi 
IN ECUISICIONS LOM ac seaes coc sees tt teanes cavern Rete 5 
—Statutory Declarations—Lost..............cscssesseeseeees 1 
—— SUI PELann ia OM loiStSicceceaces terse oreeeecteteeeerennteerteett 7 
== ANSCLIPUES e-. eteees een detest ees eT eG 7/ 
m= VOUCHETS RETULDIOC eetccec cs sesusearerscseseccscrieoncraeesersccne 1 
CLAIMS Travel anid: Removal nenvavessctsse trates 5 


CLASSIFIED EMPLOYEES—See Earning Records or 
Paylists 


GOMMUNTTY GHEST eas sees teerterie cncoeenereecersai citcctsaeaseaere 1 
Crepirs, Accounts Payable Vouchers................ssss000 5 
D 

DEATH BENEFITS 
—Requisition for............ After Final Payment Made 5 
DEDUCTIONS 
—Annuitant Terminated Files. .............::.csseeecseees 3 
AMMAN PAY liStSsarceesteansees cease tecatestesenrerv ante 9 Months 
= PAVIISUS noe aster cite eee recete ieactesinertrceticsrertess 9 Months 
PA yr an stesath ac csbensceomacen desea tte eee occa cuacenavenracnenceet ke 
—RCMP Authorization FOrms..............ccsssesssesseees 5 
——RemittanceLiSts: <a ste-saceneaeeerstaveasacoassecttearssses 2 
DEPOSITS 
= BANK SUDGs secre ethan etiam caoucetoecarotee cuts cMaca 1 
—Lists of to Various Banking Accounts................ 1 
—Security and Release FOrms..............ssescseseereres 1 
IDRAW BACKS) ICO SC1S ss xscts sotacsschssicesvecues isssusdinats-stesssorare 5 
E 
EARNING RECORDS 
—Cards........ Destroy at Age 70 or 2 years after Death 
—Annuitants Statements..............ccsescceeerseeee 9 Months 
ms EA TOITICIUES 0s. anes saceti perecaptinanatsostecconessvertammaceresneiseses 5) 
ENCUMBRANCES 
=A CIVISEEMICN ES! sac cs caccessatesseratassesacsacaenacestceasesetsesete srs 1 
FUT ANI CLAN see ees sone cos cece sc croeae ban tsvevvac Gens onee ine vonkaceeeeree 1 
—Statements or Listings—Monthly...............:c0 3 
mV CATV soins tavssenevecvsrsdunvoce 5 
—Sub-Allotment Transfers) ........c..c.sssececsessnsensaveveses 1 
ESTABLISHMENT 
—Statements or Listings—Monthly.............s:cs0 3 
mY CALI st sccssuvesursseyscseveavae 2) 
EQUIPMENT, Inventory, Cardss,...-c.ccsecossscssssncsacestessnzance 2) 
EXPENDITURES 
—Statements or Listings—Monthly................:00000 3 
== Y CAL lY ss sched oeteee nase 5 


Years 
I 
Imprest ACCOUNTS 
SCOTS ies cavinirextnenocns sd eoenbnariinvinestoeed suvsonsncsulerensnbeesy 5 
PROG, 0s 51s 0 senessssvseryoanpiermanle vss hassboaiiicarsesaiaeennts 5 
—< Payable VOuchets. ..qccoiaicis tccsvisscisrsscorstesssebiconsnenere 2] 
INVENTORIES 
Departmental Lists ......ccucatesckous chsboastecohrnannconnves 2 
—Treasury Equipment and Supply Card............... 4) 
TSVRSTRCENTS, LGU ROTS, 63. ccnrecvccsnrssesetvensenensibsasariiiwennsvantve 5 
INVOICES 
mR ISCO Sos 5 fifab neha oe sudkins ccensichath seuss dvtnaesndveoeeaved 1 
— J TAVEL ANG REMOVAL csccsesicensvosescoccssuuanscaxesedenoyeiets 5 
J 
SOURNATC. VOUGOEIS: ee corte retarnincrmnn eer aentetsis 5 
L 
TORR 0 Ae i Ciotiacpees eoteesivli va wind na tiers vacdewienatemnannteeys 5 
Lepcers (and Registers)* 
—Benefit Summary—U.LI.C..........:ssssscsesseneees Indefinite 
—Capital Liability—National Harbours Board... 

pn RA (ae Cy as ann AA GRRE ge wo har id Indefinite 
—Fishermen’s Indemnity Funds—Fisheries.......... 

PA pk cne ree Sepia Fe ctl re rm rma Mee otter ere Indefinite 
—General—National Harbours Board............ Indefinite 

aoe Botte eee eee ces hope re Indefinite 
—Indian Savings and Trust Fund—Indian Affairs 

Fa toh Loin te ert ais Som oR es re eee 18 Indefinite 
—Land Sales and Timber Sales—Indian Affairs... 

RA a RONG oS en SOND eect nce CUTIES Indefinite 
—Plant—National Harbours Board................ Indefinite 
—Refund Register—National Harbours Board...... 

pan AR er eer RTT Pere EN EMEC ROC Rone Indefinite 
—Securities—National Harbours Board........ Indefinite 
—Securities Subsidiary—U.L.C............cceceeee Indefinite 
—Superannuation and Retirement Fund— 

National Harbours Board..............c:ecceseseeees Indefinite 
—Treasury Bills—Treasury HQ............cc00. Indefinite 
—Workmen Compensation Fund—National 

RAAT CHING IBOHEC. -csectwvicecntnsanteortences tenes Ores Indefinite 


LocALLy ENGAGED EMPLOYEES—See Earning Rec- 
ords or Paylists 


M 
MANUSCRIPTS, Public ACCOUNES...........cccesceccescsccescesees 1 
MEMBERS OF PARLIAMENT 
—Retirement AllOwWances.....c.c..ccccccessceseescseeees Indefinite 
P 
Privy CoUNCIL ORDERS 
PIT V EDIE PAVTRIETNS © liens acy cadesancegsesaseavscacasseconeessine 5 
EFM 64d atc: Uem.thp! @ ie Ne CMs ld ted neat Indefinite or 1 


year after superseded 


PART TIME EMPLoyeEsS—See Earning Records or Pay- 
lists 


Pay 
—Assigned Documentation. ........sccrorssssssoasesersaseess ‘) 
—Cash Gratuity Statements. ...0:+-<c.ssssseuness-savarieee 5 


—Death Benefits Requests for— 
After Final Payment Made 5 
2 


SEBEL COP ELERIUES::..uvcssiesoncaeincprareaniasenoe iquntuneoras 
—Superannuation and Pension Cheque Lists........ q 
PAYLISTS 
— Casual Biiployees cc sicinscseanstvcberaiuensseuicen dante 7 
—Classified edhe sn ea da let ooheiES Rss eee eae ce a 
—Deductions... Waakannnie ECE RTO ....9 Months 
—Annuitants.. Ey saiesezeniteateeadh ea ameetne ee sarees 9 Months 
—Payroll, Time SUMMAres,..c, asses ween 
—No Earning Records Cards.ccricsscssccs:snssey-rsastsansee 54 
PAYMENTS 
—Correspondence Related to... ea I 
—TB Minutes, PC Orders re Individual... Pre Gare ern 5 
AIL OTNETS 2a ett tren tee dean Indefinite or 1 


PAYROLL—See Paylists 


PENSIONS 
eA HECQUE: LASTS scsnsscasvoosnevesecscasteaner teen er rereneeseeass 7 
POWERS OF ‘ATTORNEY icy sscssvexosnseeteten hare concernant 5 
PRIMARY 
—Statements—Monthlly..........-ccocceesercicrecencenvsnssussnasens 3 


PREVAILING RATE EMPLOYEES—See Earning Records 
or Paylists 


PROGRESS RA VMENTS 'doccciccccaseacysiescoeenare eee 5 
PURCHASE 
—ACONTCACTS Koi A co ceases cc tte Sos eee ee 5 
eed 8 (ol Ra re eer ee reer Bm nt ree AY narra S een cc. 5 
FR CGUISHIONS cc css evsaiorccnsotea cuits cov coeur nee 5) 
R 
RECEIPTS 
Sal 1918 181s per rte rep eT ne Peder Ae ey ee PETA 5 
mn MTIGIG es rete heed cesa cap tees ee eT eee eae 5 
RECONCILIATIONS 
—Imprest Banking Account...........cccccscccecssssseeeese 5) 
—Cheque Adjustment Division..............cccccsseeseseeee 1 
REFUNDS 
= DTA WORCK LE COQCTS. 2. matin are 5 


REGISTERS—See Ledgers and 


REQUISITIONS 
—Cheques Accounting Vouchef®rs............cccccscseseene 5 
—Payment Death Benefits... ..:...ccccccscevcecsnscsranrenenenee 
Si A aati Sire sera es Minas After final payment made 5 
—Purchase Accounting Vouchef®s..........cccccccccececeseee 5 
AOU PLES 55. oO rasa, saedaene teseednsws cevzsoeensesz cet ee eas 1 


*Note: See also the group titled “Ledgers and Registers” listed within the Treasury Board Minute 600427 on page 94, which is alphabetically 


arranged within itself. 


Years 

REVENUE 
——=A CCOUN ty VOUCHERS vistas een a aetrtire tae 5 
=—GOLrespOndenCe wesnsen te ener ecae ete truaeeieen es 5 
—Statements or Listings—Month....00........ccccceceeee 3 
San Coo art Meer DOr =) 

RULINGS 
== EN CIVEG Ua lM AY TICES tee sseen aerate neem eee 5 
AIO ELS eee ee cores Indefinite or 1 


year after superseded 


SEASONAL EMPLOYEES—See Earning Records or Pay- 
lists 


SESSIONAL EMPLOYEES—See Earning Records or Pay- 
lists 


STATEMENTS 
—Accounts not otherwise provided for 
Daily—Monthly—Quarterlly................ 1 
MCAT wareesceeo meter ncmeretee sien tae ren ayes 5) 
—published in Public Accounts.............. D 
—Annual Master Financial—National Defence.... 

Fe PRES I or ec es Me Te oon Ee Indefinite 
—Annuitants Earning Records..............00000 9 Months 
ASI Gratuity scucosse woe retesce esos see eens 5 
—Cheque Adjustment Division...............cccccceeeees il 
= Harnin oA RECOLdS: presseseete eters ee reeset 5 
—Encumbrances—Montthly...........:cscccccscseesesseseeeeees 3 

ae) all WA ein cee te Re 5 
—Establishment—Monthly.............cccesssesscseeesesseees 3 
PV CAT LY en ce ee atau os 5 
—Expenditures—Monthly........ cece cceeccecsestecseeseeeseeee 3 
aN GS idk erchter eee EE COT ET OE Or 5 
—Imprest Banking ACCOUMNL.............ccceccesessseereeseeees 5 
=== PI TEIAT Y= V1 OEM Wteeneetescetaact ec cercereonestcenasesavereee eur 3 
=e CATV eee tane ses on tecaste crt trereneetnereesttee ee 5) 
——REVeEnue—= Monthhyase mcm ccteeeeres cece ceeeeerrsrsseciss 3 
VC aT LVar, res et nee asec seas ete cial 5 
—Sub-allotment—Montthly....0.....ceccecceeeseeseeseeeeeteee 3} 
ZY CATIV Merete anescn teat herctesieee tities 5) 
—Vote—Monthlyres eee creer csoteten cccorsomertens tines 3 
Se CAT LY erate pet eee cs eg) ee 5 
STATUTORY DECLARATIONS 
——WOStiCMCQUCS sees eressnceoneneieaue 1 see ce csenccosunanetvonmeeare 1 
SuB-ALLOTMENT 
—Statements or Listings—Monthlly................c 3 
m= VCANV coarenanconn eecteanre 5 
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Years 


SUPERANNUATION 
—Account Opening Balance Jan. 1/54.......... Indefinite 
Ream OMEGUIC LL ASUS: ches) Sencnetetescaseessetear eee eee ee 7 
SUPPLIES 
Inventory Candst ee cecmentttetn tart coecs dunceraavverd 3 
== NEGUISILLONS : ceseccseeesesirertacausirecens eRreeaotits ane ht te 1 
Ab 
TREASURY BOARD MINUTES 
Aidt vid ial PAyIMents eens. ec rerererstrscorereeeecreereeee 5 
———-M | Woy dates Goes sacha Sa yach Sse e eee reared Indefinite or 1 
year after superseded 
TENDERS) A CCEPtanCes cacatscvetsstarectecaccstaw oan nene eters 5) 
TRANSCRIPTS, Cheque and Cheque Lists.................... Ti 
TRAVEL 
= TL VOLCES ere eer ee eee RTT ent PEER Eee 5 
== VOUCHENSY sees tosncceete sees rietee re ect rerne Cenc eran eateaee 5 
= WATEATIUS stoke pasate oe Se enero ee 5 
U 
UNITED VA PPRAY Aticroe te meee tastes eecrees seen eee eee 1 
Vv 
VOTE 
—StatementS—MOnthly. crs, cccscrcccesccesevorsvarescsaavteteoee 3 
Vert l Vie erasers canoe eect erecnete antes 5) 
VOUCHERS 
See BSN Cae RR RPT See oor COO EE PUTCO DO ey Anno 5 
(CHEQUES ROUUENEC ere rrane ete nter eettences tecteieucineee 1 
—Credit—Accounts Payable.............cccsccsesseesseseenee 5) 
== TM PLESL A CCOLMTS seers eee ore terrane cere reeeeenies 5 
Fal 18 Ce Be sara PE ate Aer Aer ns ae pea Cortech PR SHaCO 2 
SN OUTTA Sea otc cacteen seus deok dev cas cencowsccasaveiteteasnenafea ees 5 
= PAY ADIO-ACCOUMLS: etredsccesttassterentn teen nee tometer 5 
—=RECELVADIGFACCOUNIS ees ee rere eens 5 
mI CTO VAL Secon oe eters tev euanr aie acai een 5) 
W 
WARRANTS 
= FlECHON-—CHEGUES esas cstectssveceseveresavecusesenseveres iii tee i 
WHARFAGE 
——[COSELs: OF IN ELISLELS:esaenenier ates teocureioee coente nee ieee 5 


pamela 


t evita ee ea : 
a ae a a) : nls it 
, emp a = Oy — 
: ; el Twe hed e. = 
“Se, 5... ; - was inigye) i? § » 


ee ee 


ese wen a prea? vrreis &)° . 


@ 
4 1 : 
‘ ’ = ’ 
7 mative > Ue vr - ‘ 
Shay 1 &-eppeepin Tis P be ; 
+] Ser-- it ba 4 : ih] w 
vi * ie _ ® Jeet (eo 
oe a6 mm ¢ 


me 


paoncencet ~e dara tee od © 
tig 
‘ 
= 
c] 


: f 
% = 7 yj ors @ ¢ 
t Ca wel hye kb YY elie | hin : 
- 7.4 Wea. A) a? & __ a hy es 0 
y q Ge ye ie 4 ga : ‘ ' mes T vee 
* ieee’ of , imag ‘vs ig Dad ' Ce” ee 
iam ua iy eae % Re & . habe Alva a ae : 
iL@y ¢ dh © aa iil des eg hie a i. 7 peed EB ty ie Tee 
Fon _ day K Hatin t= : ioe pos ’ : 2 
iV j ‘Ce =i i 09 yeh 
§ ' ey : en : £. a a PR 2 
® “ap @ \ : — : 
F ne - i? 
nt ie RD oes - 
satis he 
‘ou? | 
aan 1a fam - 
J , ; 
I: 
7 ) 
a 7 


1 


Appendix C 


PUBLIC ARCHIVES OF CANADA 


OPERATIONAL DETAILS RE TRANSFER, STORAGE AND DESTRUCTION 
of 
PERSONNEL RECORDS 
CONTENTS PAGE 
2 OR TE CTIV ES 5 ce. hove sla ORE ots A TON aT ae ea ee Ee, NSN ee eee 105 
3. DEFINITIONS .... BC einer ea i ee hr 105 
AL RANSFERS OFS RECORDS Pew, tots i ode ee ee a OE Ger eet, © 105 
ive Catccoriessofel ransterste, osc. arent ee es en ee ee ee eee 105 
BePPSPurposerol (Pranstert., Vel. Cee, 1 SO ee een ee ieee vile fhe ee 105 
C. “Responsibility for Transfer of the Personnel Records’ (......000....000 . 106 
De = Security ‘Records=—lransferability 7). 5.2042. ee . 106 
Ea @Leave:A pplication: HOrmuss. (a0 so 5 enter ee en ny Ce eee . 106 
F. Efficiency Rating Forms and Related Documents .................. . 106 
Ge SUpeLADnUatIONy DOCUMENTS matt. n ene eee ee eee _ 107 
5. STORAGE AT PUBLIC ARCHIVES RECORDS CENTRE, OTTAWA—RETIRED OR SEPARATED 
EIMPEOVEES (FILES Wath er, ec Se ere, tee ake & PEE ee, eae ae Oe 107 
Ano Department iretention: PellOG oan see rten ey er ene eee NS See 107 
B. Movement to the Public Archives Records Centre, Ottawa .......... . 107 
Ca SOCIEEIEVE ROCOTOS re tte i acea ia  aee tae Vue ch ret ec ate he ice NI 107 
Dee Personnel. RECOLUSsINOt: UCC sDCEV id ALLY ee cee eter neat ie ee 107 
E. Departments which have NOT Previously Transferred Retired or Separated Em- 
plovyecssOtscial Personnel Biles for Stotage sean ee oe cen ines ies 108 
6. DESTRUCTION OF OFFICIAL PERSONNEL FILES ............................ en rr rei _ 108 
Pica Be De Dar ents ree ett iat eee ee nln oer ca ee eee eee oan 108 
B. By the Public Archives Records Centre, Ottawa ...... ae ts Heo i SN ea ease tae 108 
C. Destruction of Collective Type Records ........ PP Pe f Mren a tie eee eR Re 108 
Dip LPersOnnels Pay eR CCOLUS ie Mi ane ieee te ete eet ee ee 8a 108 
E. Physical Form of Destruction of Official Personnel Files ........0......00.0c ce 109 
F. Destruction of Indices of Transferred Official Personnel Files 0.000000... 109 
dam HISTORICALBEERSONNE We WECORDS tee tte ae eee een oe ee 109 
Aspe Actionz bys Departinentsae a.m hay es ne rk cer hae ga at ee inte uaa op 109 
Bo» Action. bys PublicuArcnives: Records Centte4 Ottawa ig. ty ee con a, 109 
Re CHIUBES TRIPPING wae eee cairn i en ees eee ON eS) Ue is RA Sunn taka adenmeny 110 


AL 2 (1972) 


Te Seer 


riled oT oe ete 


oesmurot? sth he 


it —_ 


ee Sune! oh a4 aupeatet he 


: ah sikisitenl 7 we 
hime feet IX 44 r a "ote ¥ “6 
cnc gh gy 


. ie ol! 

uO", lay ' At ” 
Re ptr te nt die 
pre 


2. Objective 


The following instructions give in detail the operational procedures whereby the transfer, stor- 
age and destruction of personnel records will be effected in the most efficient manner both by 
the departments and agencies and the Public Archives of Canada. 


3. Definitions 
“Department” has the same meaning as in the Financial Administration Act and includes 
Agencies. 


“Personnel records” include the official departmental personnel file and all documents and 
records of earnings, service and leave related to the career, or person, of any employee of the 
Crown, that are made or received by the department in which that employee is employed. The 
official personnel file does NOT include security clearances and related documents which are re- 
quired to be filed separately. 


A “centralized personnel record system” is one where official personnel files are located in 
headquarters of the department, and final responsibility for decisions in matters of personnel admi- 
nistration falling within the responsibility of the department are made at headquarters. 


A “decentralized” personnel record system is one where official personnel files are located in 
the various regional or field offices of the department and where authority for personnel administra- 
tion has been delegated by the Deputy Head to the officer in charge of each region or field office. 


4. Transfers of Records 


A. Categories of Transfers 


(i) from the headquarters office of one department to the headquarters office of another de- 
partment (normally in the Ottawa area); 


(ii) from the headquarters office to the field offices of the same department; 
(iii) from the field offices to the headquarters office of the same department; 
(iv) from the headquarters office of one department to a field office of another department; 


(v) from a field office of one department to the headquarters office of another department; 
and 


(vi) from a field office of one department to a field office of another department. 


B. Purpose of Transfer 


When an employee is transferred from one department to another department, or is separated 
from the public service, the official departmental personnel records of that employee shall: 


(i) on transfer, be forwarded to the receiving department; or 
(ii) on separation, be forwarded to the Public Archives Records Centre in Ottawa. 


The prime purpose for the transfer of the personnel records is to avoid the creation and reten- 
tion of duplicate records by more than one department. The practice whereby duplicate personnel 
records are retained by a department both at its headquarters and its regional or field offices 
should be discontinued. 
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C. Responsibility for Transfer of the Personnel Records 
(i) Centralized Records (At Headquarters ) 


When an employee is transferred or re- assigned from one department to another and both 
departments have centralized personnel record systems, it shall be the responsibility of the 
receiving department to ensure that the personnel records of that employee are transferred 
with him or shortly thereafter. 


(ii) Decentralized Records (Personnel transferred to, from, and between regional or field 
offices ) 


When an employee is transferred or re-assigned from one department to another and the 
records are decentralized, i.e., the official personnel file is maintained at the field office 
level for field office employees, it shall be the responsibility of the receiving department 
to ensure that the personnel records of that employee are transferred as appropriate, e.g.: 


(a) to the field office if the receiving de partment’s records are also decentralized; or 
(b) to the headquarters office if the receiving department’s records are not decentralized. 
(iii) Field Office Duplicate Records 


If decentralization of personnel records is in a transitional stage (duplicate personnel files 
still temporarily maintained in regional or field offices) only original documents and cor- 
respondence with more than transitory significance should be forwarded to the receiving 
department. All other material should be destroyed. 


D. Security Records—Transferability 


Personnel Security records shall NOT be transferred automatically between departments. 


When an employee is transferred from one department to another, the relinquishing depart- 
ment, if it has conducted security clearance procedures, shall, on request, from the acquiring de- 
partment, transfer the Personal History Forms and the fingerprint form which have been checked 
by the R.C.M.P. and the field investigation report, if one has been provided. If the file contains 
adverse information, the relinquishing department shall discuss the case with the new parent depart- 
ment before a transfer of documents is made. The discussion shall be held between the Depart- 
mental Security Officers and, if necessary, with the Security Panel Secretariat. 


When an employee is loaned or seconded, security clearance documents will NOT be trans- 
ferred. The parent department shall provide a written statement to the employing department 
certifying the level of clearance currently authorized. If a higher clearance than the one certified 
is required, the parent department shall have the responsibility of initiating whatever up-grading 
action may be necessary in light of the requirements of the department to which the employee is 
loaned or seconded. 


E. Leave Application Forms 


Leave application forms shall not be placed on individual official personnel files. Such forms 
shall NOT be transferred but shall be destroyed in accordance with the appropriate schedule of the 
“General Records Disposal Schedules of the Government of Canada’, Second Edition, (i.e. 3 
months after the end of each fiscal year). 


F. Efficiency Rating Forms and Related Documents 


Efficiency rating forms older than the period specified in the “General Records Disposal Sche- 
dules of the Government of Canada’ Second Edition, shall NOT be transferred, but shall be des- 
troyed in accordance with this schedule. 
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G. Superannuation Documents 


In the case of transfers between departments, superannuation documents shall be completed 
and certified in accordance with the instructions issued from time to time by the Superannuation 
Branch, and shall be placed on the official personnel file of the transferred employee. These docu- 
ments shall show the complete record of service and salary of the employee. 


5. Storage at Public Archives Records Centre, Ottawa—Retired or Separated Employees’ Files 
A. Departmental Retention Period 


(i) The official personnel files of a retired or separated employee shall be retained by the de- 
partment with which he was last employed for one year from the date of retirement or 
separation. 


(ii) The official personnel file of a retired or separated employee who dies within this one- 
year retention period shall be treated in accordance with paragraph 6 A. (ii) below. 


B. Movement to the Public Archives Records Centre, Ottawa 


(i) The official personnel files of retired or separated employees shall be kept in alphabetical 
sequence. At the end of the one-year retention period, such files shall be forwarded to 
the Public Archives Records Centre in Ottawa at a time to be arranged with the staff of 
the Ottawa Records Centre. 


(ii) As a means of assisting the Records Centre in indexing, and the relevant departments in 
identifying ex-employees later, the birth date of the employees should be shown on the 
official personnel files, top right, or lower left hand corner of the file face. An abbre- 
viated month-year indication will suffice, e.g. “12/20” for December, 1920. 


(iii) Where the personnel records have been decentralized, the official personnel files may, at 
the discretion of the department, be shipped from field offices directly to the Records 
Centre, Ottawa. 


(iv) If the personnel records are in a transitional stage to being decentralized, and duplicate 
personnel files are still maintained in field offices, ONLY original documents and cor- 
respondence of more than transitory significance should be sent to the Records Centre, 
Ottawa. Other material should be destroyed. 


(v) Departments should staple the last Public Service Commission Action Form, or equiva- 
lent, which has been used as a “separation notice’, to the left-hand side of the inside of 
the file jacket. This Personnel Action Form contains most of the information required 
by the Public Archives Records Centre in the processing and servicing of the files. 


C. Security Records 


Security records concerning a retired or separated employee shall NOT be transferred to a 
Records Centre. Such records should be destroyed in accordance with the appropriate Schedule 
of the “General Records Disposal Schedules of the Government of Canada’, Second Edition. 


D. Personnel Records Not Filed Individually (i.e., Collective-Type Records) 


(i) Personnel records not kept separately for each employee may also be transferred to the 
Records Centre. For example, personnel records that have not been placed in individual 
folders but have been filed with other documents about a field office may contain per- 
sonnel information for a group of persons who were successively appointed at one loca- 
tion. Such records and any others of a like nature may be transferred under special 
arrangements with the staff of the Records Centre. 
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(ii) 


In future, to avoid the difficulty mentioned in (i) above, the personnel records should 
be filed on an official personnel file. Where it is desirable to maintain additional subject 
files, the record of such subject files can be completed by placing copies of the personnel 
information on these subject files. 


E. Departments which have NOT previously transferred Retired or Separated Employees’ Official 
Personnel Files for Storage. 


Departments which have not previously transferred the official personnel files of retired or 
separated employees to the Ottawa Records Centre should make immediate arrangements to do so. 


6. Destruction of Official Personnel Files 


A. By Departments 


(i) 


(ii) 


At Seventy Years 


Departments are authorized to destroy the official personnel file of any ex-employee 
whose recorded birth-date shows that the ex-employee has reached the age of 70 years 
provided that: 


(a) The ex-employee has been out of the public service for at least one year and there 
is no reason to believe that the ex-employee may be re-engaged in the public ser- 
vice; and 


(b) the records are not likely to be of historical value as outlined in Section 7 below. 
One Year After Death 


Departments are also authorized to destroy the official personnel file one year after the 
death of any ex-employee who: 


(a) dies while in the public service; or 


(b) dies within the one year retention period specified in Section 5. A. (ii) above; 
provided that: 


(c) no further action is pending or is expected that would require retention of the rec- 
ords for a longer period; and 


(d) the records are not likely to be of historical value as outlined in Section 7 below. 


B. By the Public Archives Records Centre, Ottawa 


The Public Archives Records Centre is authorized to destroy progressively the official person- 
nel files of ex-employees whose recorded birth dates show that the ex-employees have reached 
the age of 70 years, without reference to departments. The criteria at paragraph 6.A. (i) (@) above 
and Section 7. below also apply. 


C. Destruction of Collective-Type Records 


Collective-type records which have not been kept separately for individuals shall be retained 
by the Public Archives Records Centre until the personnel involved have attained the age of 70 
years or for a lesser period on submission by the department concerned. 


D. Personnel Pay Records 


Firm and comprehensive retention periods have been established for he destruction of pay 
records of employees. These are shown in the appropriate schedule of the “General Records Dis- 
posal Schedules of the Government of Canada”, Second Edition, (i.e. the Finance Schedule). 
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Since the Central Pay Division maintains collective pay lists of employees, e.g., salary lists, 
duplicate records of the same type should NOT be kept by personnel or administrative offices 
beyond the retention periods stated in the appropriate schedule of the “General Records Disposal 
Schedules of the Government of Canada”, Second Edition. (i.e. the Personnel Schedule). 


E. Physical Form of Destruction of Official Personnel Files 


The method of destruction for official person nel files shall be by means of shredding, pulping or 
burning. The files shall NOT be disposed of by sale as waste or salvage. 


F. Destruction of Indices of Transferred Official Personnel Files 


Departments which have organized any type of index control for the official personnel files 
transferred to another department or transferred to the Public Archives Records Centre in Ottawa 
may destroy such indices two years after the date of the transfer. This includes cards, covering let- 
ters and receipts. 


7. Historical Personnel Records 


A. Action by Departments 


(i) Personnel and records officers having knowledge of former employees who have attained 
distinction within the public service, or some special distinction or status beyond the 
bounds of duty, or outside the public service, e.g. during a military career, can assist 
the Public Archives greatly by tagging the official personnel files of such employees or 
of employees who have attained any of the ranks listed under B. below. 


(ii) If any doubt exists about a particular official personnel file, it shall NOT be destroyed 
within the department but shall be suitably tagged and transfered to the Ottawa Records 
Centre for further historical assessment. 


B. Action by the Public Archives Records Centre, Ottawa 


To ensure the preservation of the official personnel file of employees who may be of interest 
to historians, the Ottawa Records Centre will examine for permanent retention the files of employ- 
ees of the following ranks or their equivalents: 


Deputy Ministers 

Associate and Assistant Deputy Ministers 
Commissioners 

Chairmen of Boards 

Compitrollers or Directors General 
Agents General 

Directors of Branches and Divisions 
Deputy Superintendents of Indian Affairs 
Dominion Astronomers 

10. Surveyors Generals 

11. Masters of the Mint 

12. Dominion Hydrographers 

13. Dominion Geodesists 

14. Chief Oceanographers 

15. Chief Geologists 

16. Chief Architects 

17. Chief Engineers 

18. Dominion Land Surveyors 
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All Surveyors and Engineers in charge of Public Works, Railways and Canals 

Captains of Vessels serving Hudson Bay and Northern Posts 

Clerks of the Crown in Chancery 

Commissioners, Deputy and Assistant Commissioners and other Officers of the Royal 
Canadian Mounted Police including Inspectors and above 

Ambassadors 

High Commissioners 

Heads of Missions 

Consuls General 

Senior Officials outside Canada 

Senior Members of the Judiciary, i.e., Chief Justices and Justices of the Supreme, Ex- 
chequer and other Courts 

Officers of Parliament including the Sergeant-at-Arms, Gentleman Usher of the Black 
Rod, Clerk of the House, Law Clerk and Others. 


8. File Stripping 


There should be no file stripping as a matter of course; this practice is not economical. How- 
ever, during daily references to personnel files, ephemeral material can and should be removed 
from the files by the staffs of personnel offices. Records dealing specifically with disciplinary matters 
may be disposed of in accordance with the appropriate schedule of the “General Records Disposal 
Schedules of the Government of Canada’, Second Edition. 
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PUBLIC ARCHIVES OF CANADA 
RECORDS RETENTION AND DISPOSAL AUTHORITY 
(AUTHORIZED BY P.C. 1966-1749} 
Please submit jn duplicate to: 
THE DIRECTOR, RECORDS MANAGEMENT BRANCH, 
PUBLIC ARCHIVES OF CANADA, OTTAWA 4, ONTARIO 


For proposals to microfilm records — Use Form ARC 197, 


PUBLIC ARCHIVES APPROVAL NO. 


DEPARTMENTAL NO. 


LOCATION OF RECORDS 


“ROOM NO. BUILDING ADDRESS (Street and City) 


DEPARTMENT RECORDS MANAGER (Signature) DATE 


DESCRIPTION OF RECORDS 
NAME OF CREATING DEPT., BRANCH, DIVISION OR OTHER 


POSAL 


CU. FT. OF RECORDS FOR DIS- fear FROM (year) 


IN THE PHYSICAL FORM OF: 


ARRANGED BY: 


{_] Fires (J MICROFILM [_] PLANS (_] SUBJECT CLASSIFICATION (_] NAME [_] CONTRACT NO. 
(-] OTHER {_] OTHER 
(Specify) (Specify) 


QUOTE ANY EXISTING DISPOSAL AUTHORITY CONTINUING AUTHORITY REQUESTED 


(] Yes {] No 


RETENTION PERIOD(S) 
RECORDS RELATED TO 


(Describe major subjects, functions, etc.) 


(Indicate whether the records described relate to headquarters and/or field offices) 


APPROVED 


APPROVED 


DIRECTOR, FINANCIAL ANO ADMINISTRATION BRANCH, OR 


EQUIVALENT REPRESENTATIVE OF THE AUDITOR GENERAL 


PUBLIC ARCHIVES LIMITATIONS APPLICABLE TO THIS AUTHORITY 


APPROVED 


DOMINION ARCHIVIST 


ARC 170 (1-70) 
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PUBLIC ARCHIVES OF CANADA 
FILE NO, 


DEPARTMENTAL SUBMISSION NO. 


RECORDS MICROFILMING SUBMISSION 
INSTRUCTIONS 


A, DEPARTMENTS WILL SUBMIT THIS APPLICATION, WITH B. TECHNICAL ADVICE ON MICROFILMING TECHNIQUES, 

ATTACHMENTS IF APPLICABLE, IN DUPLICATE TO = EQUIPMENT AND COST ESTIMATING MAY BE OBTAINED 

THE DIRECTOR, RECORDS MANAGEMENT BRANCH, FROM THE CENTRAL MICROFILM UNIT, PUBLIC 

PUBLIC ARCHIVES RECORDS CENTRE, TUNNEY'S PASTURE ARCHIVES OF CANADA, OTTAWA, 

OTTAWA 

RECORDS LOCATION aes 

DEPARTMENT BRANCH/ DIVISION 
ROOM NO BUILDING | STREET cITY 
i ‘ 
SIGNATURE OF RECORDS MANAGER DATE NAME OF DEPT'L OFFICER IN CHARGE OF MICROFILM PROJECT TEL. NO. 


| HEREBY CERTIFY THAT | HAVE NO OBJECTION TO THE DISPOSAL OF THE RECORDS AND/OR MICROFILMS AS PROPOSED IN THIS FORM 


DIRECTOR FINANCIAL AND ADMINISTRATION BRANCH OR EQUIVALENT DATE AUDITOR GENERAL'S REPRESENTATIVE DATE 


5 RECORDS DESCRIPTION 


From (yr.) | To (yR.) 


NAME OF CREATING DEPARTMENT DATING 
BRANCH, DIVISION OR OTHER 


ee FILES MAPS PLANS OTHER (SPECIFY) SUBJECT |ALPHA, UMERICALLY OTHER (SPECIFY) 
FORM ' 


RELATING TO (FILE SERIES, SUBJECT MATTER AND OTHER INFORMATION) QUANTITY 
CUBIC FT. NO. OF ITEMS SIZE 


MICROFILMING 


OIRECT 
ROLL SILVER DuP. 
SILVER 
SAVINGS IN COMPUTER APERTURE 
sec ITY 
jvc | | a E ik, Ei me | = ie 


NOTE: BEFORE COMMENCEMENT OF MICROFILMING AN ARC-32 REQUISITION FOR MICROFILM SERVICES MUST BE COMPLETED. 


INFORMATION ACQUISITION FROM DISTRIBUTION OF 


INFORMATION 


RETRIEVAL ANOTHER SOURCE 


DUPLICATION OF SAVINGS IN 


INFORMATION EQUIPMENT 


DISPOSAL ARRANGEMENTS 


RETAIN IN DEPT. REASON FOR RETENTION TRANSFER TO DESTROY AFTER RETENTION OF 
ORIG- IMMEDIATELY 
INAL 
OR 
RECORDS YEARS 
RETAIN IN DEPT. | TRANSFER TO \ DESTROY AFTER 
MICRO- 
FILM 


YEARS 
FOR PUBLIC ARCHIVES USE 


ESTIMATED COST OF MICROFILMING DATE RECOMMENDED 
DOMINION ARCHIVIST 


COMMENTS 


ARC-197 (1-70) 
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Appendix E 


SCHEDULING RULES AND SUGGESTIONS 


When departments and agencies are determining retention periods for records, they should apply 
the following general questions to each group of records: 


i, 


Has all action on the records been concluded or has the information on file served its purpose? 
Would any information contained therein be of further significant value either for adminis- 
trative, legal, fiscal or research purposes to the creating department or agency, or to any other 
governmental department or agency? 


What, if any, are the statutory requirements concerning the retention period of the record? 
Will the records or information be required to support a claim by the government, or to refute 
one against the government? 


Will the records or information be required for the protection of the civil, legal, property or 
other rights of the government or the general public? 


Do other departments or agencies retain copies of the records? 


Is the substance of the records available in a more permanent form such as in an annual report 
or other comprehensive document? 


What would be the cost of maintaining the records for a lengthy period of time, and what 
would be the possible future value to be obtained compared to this cost? 


What is the frequency of reference to the records? 


Are the records necessary to the creating department or to the Public Archives of Canada 
to document the agency’s activities or its historical development? 
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Appendix F 


THE HISTORICAL VALUE IN RECORDS 


The Dominion Archivist, assisted and advised by members of the Historical Branch of the Public 
Archives of Canada, is charged with the responsibility of selecting and preserving all historically 
valuable records produced by the Government of Canada. In order to fulfill its responsibilities, the 
Public Archives of Canada must review all proposals for the disposal of records by departments and 
designate historically valuable materials for transfer to the Public Archives of Canada. 


Departments and agencies are required to develop sound file classification systems, designate 
definite retention periods and apply the schedules to their records. Departments should mark files 
which they consider to be of historical significance, thus assisting the Archivists in their job of selection 


Records are preserved for a variety of reasons. In the Canadian Government, they may have 
one or all of several values: 


i. 


Administrative value to a department or agency; 


2. Legal value to a department or agency or to the people whom it serves; 
3) 
4 


. Archival, historical or research value to economists, statisticians, political scientists and 


Fiscal value to a department or agency or to the people whom it serves; and 


historians. 


The archival or research value is the actual ‘‘Historical Value” in records. The records considered 
of permanent (i.e. historical value) are those that show: 


i. 


The organization and administrative history of the department or agency; 


2. The policies followed by a department or agency and the various reasons for their adoption; 
3, 
4 


. Its specific individual transactions insofar as they establish a legal status of any kind, or as 


The department’s or agency’s working methods; 


they may be presumed to have a general and continuing interest; and 


The general social, economic or other conditions with which the department or agency dealt. 
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Note: A separate index to the Comptroller of the Treasury Schedule will be found immediately after 
that appropriate appendix. 
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Schedule 


ABSENCE:-—Use Cave. een, eee ee 3 


ABSTRACTS: 
—Accounts Payable—Vouchers—See A.P.— 
Vouchers 2 
—Cheque—See Cheques ................:cccceseereeees 2) 
—Machine Runs—Use Statements—A.P. & R. 2 


ACCEPTANCE: 
—Agreements—See Contracts 2.00000... iz 
—Tenders—See Contracts 220.000.0000. Z 
ACCIDENTS: 
AONE ral Uy ke ee ere hg cies ee 
—=Aircraftyeeeee ee ee ee re ree 1 
—Claims—Use: Claims neers ete steer pi 
—=RGuipinien tis. teases sean os eee a ei aac. 1 
-— Explosives aie. Ai oe Se 1 
—Liability—Use Claims ..................00c00ccecees 2 
= POTSONNE ee co fos oleae, ale See Peete ance 3 
—Prevention—Use Accidents .................0...000... 1 
==R ail wa yt st ties teh enn nse 1 
— SHIPS: iite itis; caer oma era aes ee 1 
——Vehicles: 22: sc: txt arotty.. pater Suns Me ci beeene 1 
ACCOMMODATION 
=SGeneral lt, cae eee ee Fe ert eenmeeinesaees 4 
—AOCauOn OFF aon. sere iar eee ten tee 4 
== PIANNiN Seen ree enh Sree cee en oat, 4 
——-REquITEMeNntS een en eee 4 
~~ OPaCe mr teens bres Seth ete aren een oe 4 
ACCOUNT(S) (ING): 
=—(yenena Wi ere ee ee eee eae 2 
—Agency Trust—Use Ledgers—Indian ............ 2 
——BanktV ouchers ae. aes et 2 
Cafeterias: oscasciescacen cee re coco erent 1 
—Canteens—See Cafeterias ..............000...:0 1 
—Cash—See Cash Accounting .........0.000.000... 2 
—Cheques—Bank Statements ..............0.0...0.0.. 2 
—Companies—Use A.P.—Commercial Firms 2 
—Contingent—Use A.P.—Vouchers ................ 2 
—Corporations—Use A.P.—Commercial 
BUTS ee et ea ee eee 2 
—Equipment—See Equipment—Accounting ... 5 
—Expense Claims—See Travel ........................ 22 
—Firms—See A.P.—Commercial Firms ........ zl 
—Imprest—See A.P.—Vouchers ...................... 2 
and Banks—Statements ................ 7) 
—Ledgers—See A.P.—Ledgers ........ 2 
—Institutes—See Cafeterias ...............0.u. 1 
—Inventories—See Equipment—Accounting . 5 
—Méesses—See Cafeterias ..:............:c.cc:cceseceseee 1 
——~Pay——See Pay ic ys Be ht eee 2 
—Payable—See under ACCOUNTS PAYABLE 
—Postage—See Postage Accounts .................... 2 
—Public—Manuscripts—Use Statements—Ac- 
counting Miscellaneous .................. 2 
—Published—See Statements— 
Accounting Miscellaneous .............. 2 
—RCAF Treasury Account Cards—See Led- 
gers==Specific sae te 2 


Schedule 


ACCOUNT(S) (ING): (cont’d) 


—Receivable—See under ACCOUNTS 
RECEIVABLE 
—Recoverable—See A.R.—Vouchers .............. 
—Removal—See A.P.—Vouchers .................... 
—Retirement Fund—See Pay—Accounts ........ 
—Security Deposit—See Vouchers .................... 
—Statements—See Statements—A.P. & R. a 
—Superannuation—See Pay—Accounts .......... 
—Suppliers—See Accounts Payable ................ 
= SUSPENSE oy re oe Re ee aa ee 
—Vouchers—See A.P.—Vouchers 
A.R.—Vouchers 
andr V OUuCherS eee eee 


ACCOUNTS PAYABLE: (Expenditures) 


—=Genefal jc Sh Pee ee Se 
—Abstracts—See A.P.—Vouchers .................... 
—Advances—General—Use A.P.—Vouchers .. 
—Credits to—See A.P.—Vouchers 
—Personnel Abroad—Use A.P.— 
Vouchers Werte ono case seay oth ocean 
—Special—Use A.P.—Vouchers .... 
—Bills of Lading—See A.P.—Vouchers ....... 
—Claims—Agents—Use A.P.—Vouchers ...... 
—Damage—Use A.P.—Vouchers ...... 
—Paid—Use A.P.—Vouchers ............ 
—Product—Use A.P.—Vouchers ...... 
—Removal—See A.P.—Vouchers .... 
—Travel—See A.P.—Vouchers ......... 
—Contracts—See A.P.—Vouchers .................... 
—Credits to Advances—See A.P.—Vouchers 
—Facings—See A.P.—Vouchers ....................... 
—Imprest—See A.P.—Vouchers ...................... 
—Ledgers—See A.P.—Ledgers ...... 
—Invoices—See A.P.—Invoices, Vouchers ...... 
—K10 and Ki2 Accounts—Use A.P.— 
ViOUCHOTS 7k ers oes eiteoelvces ae 
CU BETS poise erent ae hae 
—Observation Accounts—Use A.P.—Vouchers 
—Open Accounts—Use Ledgers—Specific ...... 
—Open Contractor Deposits—Use Ledgers— 
Specificuma ae. 
—Ledgers—See Ledgers—Specific .... 
—Registers—See Ledgers .......0.......... 
—Payments—To Banks—Use A.P.—Vouchers 
—Documents—Use A.P.— 
Vouchers. eee eee 
—Lamb—Use A.P.—Vouchers .... 
—Payment Controls—Use Allot- 
ments—Ledgers  .............::cccccceeee 
—Queen’s Printer—Use A.P.— 
Vouchers eee 
—Subsidy—Use A.P.—Vouchers .. 
—Personal Paid—Use A.P.—Vouchers ............ 
—Purchase—Contracts—See A.P.—Vouchers 
—Orders—See A.P.—Vouchers .... 
—Requisitions—See A.P.— 
Vouchers: 220.25... 
—Refunds—See A.P.—Vouchers ...................... 
—Removal Claims—See A.P.—Vouchers ....... 
—Requisitions—Cheques—See A.P.— 
Vouchers ................ 


Note: A.P. means Accounts Payable : A.R. means Accounts Receivable 
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Schedule 
ACCOUNTS PAYABLE: (cont'd) 
—Requisitions—Purchase—See A.P.— 
Vouchers 2 
—Special Advances—Use A.P.—Vouchers 2 
—Travel—Claims—See A.P.—Vouchers 2 
—Warrants—See A.P.—Vouchers z 
—Vouchers 2 
ACCOUNTS RECEIVABLE: (Revenue) 
—General 2 
—Advances Recoverable—Use A. R.— 
Vouchers 2 
—Bills—See A.R.—Vouchers 2 
—Credit Notes Zz 
—Ledgers Z 
—Receipts—General—See A.R.—Vouchers 2 
—Forms—See A.R.—Vouchers . 2 
—Recoverable Advances—Use A.R.— 
Vouchers Z 
—Refunds—See A.R.—Credit 2 
—Sales Slips—See A.R.—Vouchers .............. z 
—Vouchers 7 
ACCREDITATIONS: 3 
ACHIEVEMENT:—See Honours 3 
ACQUISITION: 
—Buildings—See Buildings ... 4 
—Lands—See Lands 4 
ACTING Pay:—See Salaries 3 
ACTs: 1 
ADDRESSES: 
—— BOGEN GS wo... Breer neterers shee ew st on ROE 4 
=LeGtures ays ee ee 1 
—Mailing—See Mail . Soe 6 
—Speeches—See Information Services Be ee 6 
ADJUSTMENTS: 
—Allotment—Use Allotments—Vouchers ...... 2 
—Appropriations—Use Allotments—Vouchers 2 
—Encumbrances—See Encumbrances .............. 2 
ADMINISTRATION: . 1 
ADMISSION :—See Licences 1 
ADVANCES: 
—General—Use A.P.—Vouchers ...................... 2 
—Accounts Payable Vouchers ............0000.0.000..... z 
—Listings—Use Statements—Accounting Mis- 
cellaneous .. 234... 2605.20 akties 2 
—tLoans to Employees—See Ledgers—Specific 2 
—Personnel Abroad—Use A.P.—Vouchers .... Ps 
—Postage—See Postage Accounts—Ledgers ?) 
—Recoverable—Use A.R.—Vouchers ............ 2 
—Removal—Use A.P.—Vouchers .................. 2 
—Sheets—Use Travel—Ledgers 2000000000000... 2 
—Special Accounts—Use A.P.—Vouchers ...... 2 
—Travel—Cards—Use Travel—Ledgers ........ 2 
—Ledgers—See Travel—Ledgers ...... 2 
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Schedule 


ADVERTISING: 

—Information Services 

—Newspapers—See Information Services—Ad- 
vertising 

—Personnel—See Employment sone 

—Radio—See Information Services—Adver- 
tising .... 

—Television—See Information Services—Ad- 
vertising 


AFFAIRS:—See International 


AGENCY: 
—Trust Accounts Indian—See Ledgers—Indian 


AGENDA: 
—Associations, Clubs, etc. 
—Committees, Boards, etc. ....... 


AGENTS CLAIMS:—Use A.P.—Vouchers 


AGREEMENTS: 
—General 
—Acceptance of Contracts—See Contracts _... 
=——Colective BAargaming 5... sctceectatsneeeees 
—Federal—Provincial—General 


——Pnancial 00. 2. er eta os 

——INANCIAl 2 oa c cena eh atukeue castes tee 
AID: 

—Civil Power—See Emergency Measures— 

Demonstrations: s:ccc eerictecce sc ee 

—tLegal—Use Legal Matters |... 
AIR: 


—Conditioning—See Utilities 
—Port Equipment—See Equipment—Technical 
—Supplies—Use Aviation. ..............0.00.:0cccceeees 
—Transportation—See Transportation 


AIRCRAFT: 
—General 


—Individual 
—Inspection 
PP LOCULCMNONE, serrse emits eee es 
—Wrecks—Use Emergency Measures—Disas- 

ters eee 


ALARMS: 
—Buildings—Use Buildings—Protection 
—Security—See Security—Physical 


ALLEGIANCE:—See Oaths ....... 


ALLOCATION (S) : 
—Space—See Accommodation . 
—Travel—See Travel . : 


ALLOTMENTS: 
—Adjustments—Use Allotments—Vouchers .... 
—Appropriations—Use Allotments—Vouchers 
—Cards—Use Allotments—Ledgers 
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Schedule 


ALLOTMENTS: (cont’d) 


—Commitment—Use Allotments—Ledgers .... 
—Control—Use Allotments—Ledgers ............ 
—Establishment Runs—Use Statements— 

A PSRs co ee OE MN ed ae: 
== LCA LCLS: ses eR TE 
—Records—Use Allotments—Ledgers ............ 
—Registers—See Ledgers .............ceeee 
—Special Machine Runs—Use Statements— 

Accounting Miscellaneous ..................0..00..6 
—Transfers—Use Allotments—Vouchers ........ 
—Vote Runs—Use Statements—A.P.&R. ........ 


ALLOWANCE(S): 

CONC TA prereset 
=—-FINTELLAINION Gees cece cee eae ee eee eee 
—Family—See Allowances—Ledgers ............... 
—Living—See Pay—Lists—(a) Classified ...... 
—Mileage—Use Travel—Expense Claims ........ 
—RCMP Authorization Forms—See Pay— 

ALO WANCES eee rttee te eee etree ees 
—Travel—Use Travel—Expense Claims ........ 
—wWar Veterans’—See Allowances—Ledgers .. 


ALTERATIONS:—See Buildings ..................000000. 


AMUSEMENT Tax:—See Taxes ...........00000ccccccce 


ANALYSIS: 
—Job—See Classification ..............00.:ce 
—Procedural—See Management Services ........ 
—Quartermaster Runs—Use Statements—Ac- 
counting Miscellaneous ................000...000:000: 


ANIMALS: 
—Slaughtered Lists—Use A.P.—Vouchers .... 


ANNUAL: 
—Increments—Use Salaries .................:0.c00008 
== LLEAVE—SCE. LEAVE yi ete Sek sinenen Reka dsnceone 
—Reports—See Reports ..............ccceeceeteteee 


ANNUITANTS: 
—Deduction Paylists—See Pay—Lists ............ 
—tEarnings Records Statements—See Pay— 
Statements? oe co.cc eee eee ees ose 
—Files—See Pay—Filles ...............0.cccceeeesceees 
—Ledger Cards—See Pay—Cards .................... 
—Pay—See Pay—Cards:—Files and —Lists 


APPEALS: 
—Charitable—See Campaigns ................0.:000. 


Personnel | ec ae ee eee Sy Bs ee eee 


APPLIANCES:—Use Equipment—General 
Or—Technical fe ce 


APPLICATION(S) : 
—Employment—See Employment .................. 
—Leave—Use and see Note at Leave ............ 


== Sched ulesitct see See ee re ee ae Preface 


APPOINTMENTS 3 rosie sese reo ee ce ec ic sd ocanes eee 


Schedule 
APPRAISALS:—Use Evaluation 3 
APPRECIATION: ............. 1 
APPROPRIATIONS: 
—General—See Accounts SARE at ctiete p2 
—Adjustments—Use Allotments—Vouchers 2 
ARBITRATION:—See Collective Bargaining . 3 
ARCHITECTS:—See Buildings—Construction . 4 


ARCHIVAL? ....-...c:ecceeeeresseeses Preface and Appendix 
ARMAMENT:—See Arms ............. 3) 
ARMS jis ©2550 Oe aes 2 Os Te ee 5 
ARRANGEMENT(S): 
—Financial—See Agreements ........00...000000....... 2 
Schedules meer cee eucreri cree te tesoes ..... Preface 
ARTICLES:—See Information Services ......... 6 
ASSIGNED PAY: —Se@. Payers. nate ©. tecisec ede oss > 
ASSOCIATIONS Tee Ceo en ee ee : 1 
ATTACHMENTS:—See Exchanges ......... 3 
ATTENDANCE Ome teten eo tc cco icra, derek ar ars as eee 3 
ATTORNEY, POWER OF:—See Legal Matters 1 
AUDIT(S) (ING) : 
— Genera lignes: Pe ake cones Ae tees 2 
== RE POTTS Beek oo erste Meee eet cn deeatostes Pe 
—Working Papers—See Audits—Reports ...... 2 
AUTHORITY: 
—Signing—Correspondence—See Correspond- 
ence’ Managements... 6 
—Financial—See Signing ............ 22 
AUTHORIZATION(S) : 
—Allowances—RCMP Forms—See Pay ......... 2 
—Deductions—See Pay—Payroll ................... 2 
—Annuitants—See Pay—Lists 2 
AUTOMATIC DATA PROCESSING: 
—General—See Data Processing ................ 6 
—Equipment—Use Equipment—Automation .. 5 
AUTOMATION ae oe ner car ee tase Cea step see sa as 5 
AUTOMOBILES: 
—General—UsetiVehiclesy 2. 8 se. rem 5 
—=Aceidents-— Use ACCIGentS ..11..55. haces eess 1 
= Thicences-_sceu VeNIC IGS ee ee ee 5 
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Schedule 


AUTOMOBILES: (cont'd) 
—Parking Areas—See Lands 4 
Permits—See Licences—Passes 1 
AVALANCHES:—See Emergency Measures—Disas- 
ters 1 
AVIATION SUPPLIES: 5 
AWARDS: 
—General—See Honours 3 
—Decorations—See Honours 3 
—Incentive—See Honours 3 
—Medals—See Honours 3 
—Suggestions—See Honours 4 
B 
BADGES: 1 
BAGGAGE:—See Transportation 6 
BALANCE(S): 
—Indian Land Sales Sheets—Use Ledgers— 
Des (a tPA Rh ate Sek Pal PRAMAS ASR Ba EN BE rr. Nortel shia 2 
—Superannuation—See Pay—Accounts ......... 2 
BALLOTS:—See Politics Cit ne 1 
BANK(S) (ING): 
—General ete a ae 
—Cheque( s)—Imprest Accounts—See 
Cheques—Bank . 2 
—Lists of Deposited—See 
Cheques—Lists 2 
—Statements—See Cheques— 
Bankoct.. seein ees 2 
—Deposit Slips—See Banks—Vouchers #3 
—Exchange Rate Sheets ......... . 2 
—Imprest Accounts—See Cheques—Bank > ee 2 
Cards—Use A.P.—Ledgers ............ Z 
Statements—See Banks—Statements 2 
—Payments to—Use A.P.—Vouchers ............ 2 
—Receipts—See Banks—Vouchers .................. 2 
SN EEATRENACTIS iro os tem cn eee nc strat Rae 2 
—Transfers of Funds—See Banks—Vouchers 2 
—Vouchers ......... 2 
BARGAINING:—See Collective Bargaining ............ 3 
BarGES:—See Equipment—Ships—Large ............ 5 
BENEFITS: 
—Annuitants—See Pay—Lists 000000000..000000.... 2. 
—Death—See Insurance ee: ER an AR Ss 
—Payments—See Pay—Death Rea ctads 2 
—— SO NCCUING “Wi: Bae ere ee nee: Preface 
—Veterans’—See Ledgers—Specific .................. 2 
BICULTURALISM:—See Cultures ..............0..0c0cc008 1 
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Schedule 

BILINGUALISM:—See Cultures 1 
BILLS: 

—Accounts—See A.P.—Vouchers 2 

and A.R.—Vouchers - 

—of Lading—See A.P.—Vouchers p J 

—Legislation—See Acts 1 

—Treasury—See Ledgers—Specific 2 


BINDERS: 
—Machine Run—Use Statements—A.P.&R. .. 


BINDING:—See Books 
BIOGRAPHIES:—See Information Services 
BLasts:—See Buildings—Protection 
BLoop Donor CLINIcs:—See Campaigns 


BLOTTERS: 
—Cash—See Cash Accounting—Ledgers 


BOARDS: 
—Committees—See Committees . 
—Competitions—See Competitions 
—Inquiry—See Boards of SES: 
—Personnel—Use Competitions 
and Discipline 


Boats:—See Ships 


BOND(S) (ING): 
—Canada Savings—See Campaigns 
—Pledges—See Pay . 


—Employees 


BOoKs: 

—General , 
—Cash—General—See Cash Accounting— 
Ledgers ; 
—Attachments—Use Cash 

Accounting—Ledgers 

—Ledgers—See Cash 

Accounting ...... . 
—Library—See Library Services 
—Revenue—Use Cash Accounting—Ledgers 
—wWharfage—See Cash Accounting—Ledgers 


BOUNDARIES:—See Organization 


BREACHES:—See Security . 


BRIEFINGS: 


BROADCASTS: 
—Advertising—See Information Services 
—Radio—See Information Services . 
—Television—See Information Services— 
Radio 
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Schedule 
BROCHURES:—See Corporations .........000000..00....... 1 
BUDGET: see) Estimates mers.cc) se cptne ese eeeaee ese 2 
BUILDINGS: 
— Generals. detente See seers iio ee 4 
eA OTESSES eee ee Mee en eee eee 4 
SA lteratlonsia ee es eee tees et ed ore 4 
= (CONSLTUCHON pene ea een cern ere arora 4 
—Contracts—Use Buildings—Construction .. 4 
—— Damages... ee ee a te ts Oe 4 
—=DiSposal Fac ee eee pera tere een ineet sent Te ne 4 
== Hires—Generalinncc ccs ce eee ee cro 4 
—Protection—See Fires 0.0.0.0... 4 
== le PALS DOCUMENTS a her ene re ee eter ee 4 
—Locations—See Addresses .............00.00:cccc 4 
= Maintenance cpceen re et ea. cles eee 4 
—Materials—See Equipment—General .......... SS 
—Passes—See Licences .......0.cccccccseeccssessresseeee 1 
== Plans yh ren erie lcd doce Re Geis 4 
—Protection—General sagerne oe Snes MEER OEE ae 4 
—Fire—See Fires ........000...00.... e- 4 
—Repairs—See Alterations ........000000.00000000.0... 4 
—Security—See Security—Physical ............... 6 
—Space—See Accommodation .............0..0....... 4 
—Specifications—See Plans ...............00ccee 4 
BUuRSARIES:—See Scholarships ..........0...00000...0..... 3 
Cc 
CABINET DIRECTIVES:—See Acts ..........0000000000000. 1 
CAFETERIAS so geiteccc tere rata in, et et 1 
CAMPAIGNS: 
—General »:::.. See 2 ee a ee 1 
—Advertising—See Employment .................... 3 
—Canada Savings Bonds—See Campaigns ...... 1 
—Pledges—See Pay.. 2 
—-Charitables?,....e wees cece es ee 1 
—United Appeal—See Campaigns—Charitable 1 


CANADA SAVINGS BONDS: 
—General—See Campaigns 
—Pledges—See Pay 


CANADIAN CORPS OF COMMISSIONAIRES: 
—Employment—See Employment .................... 
—Security—See Security—Physical ................ 

CANADIAN PENSION COMMISSION: 
—Ledgers—See Ledgers—Specific .................... 

CANCELLED CHEQUES: 

—Lists—General—See Cheques—Lists ............ 
—Returned—See Cheques—Lists—Re- 
turned—Subsequently Cancelled ........ 


WANTEENS:—See.Cafeteriasiea® see eos ee 


Schedule 


CANVASSING:—See Campaigns 


CARDS: 
—Allotment—General—Use Allotments— 
Kedgets eo eee 
—Control—Use Allotments— 
Bedgerse. 
—Ledgers—Use Allotments— 
Ledgers ..... ie aa 
—Annuitants Pay Ledger—See. Pay—Cards : 
—Earnings Records—Financial—See Pay— 
Cards tees. Serer oh SO. (eee 
—Personnel—See 
Salaries ..... 


—Encumbrances—Use Encumbrances—Indivi- 
duality: 
—Greeting—See Appreciation 
—Identification—See Security fe 
—Imprest Bank—Use A.P.—Ledgers ...... 
—Inventory—Use Equipment—Accounting .... 
—Pension Ledger—Use Ledgers—CPC ........ 
—RCAF Treasury Account—See Ledgers— 
Specific 
—Travel Advance—Use Travel—Ledgers 


Cars:—Use Vehicles ............. 


CASH: 
—Accounting 
—Blotters—See Cash Accounting—Ledgers 2 
—Books—See Cash Accounting—Ledgers ...... 

—Attachments—Use Cash Account- 
ing—Ledgers 
—Revenue—Use Cash Accounting— 
Ledgers 
—Control Records—See Cash Accounting— 
Ledgers 
—Gratuity Statements—See Pay—Statements 
—Petty—See Petty Cash ........... 
—Sheets—Use Cash Accounting—Ledgers f 
—Summaries Receipts Registers—See Cash 


Accounting—Ledgers 
CASUAL: 
—tEarnings Records Cards—Financial—See 
Pay—Cards .... Dey asia ee aA 2S? 
—Personnel— 
See Salaries 
—Employment—See Employment .................... 
—Leave—See Leave nici. cccccsinscscsocsssnncercassernanes 


—Pay—Financial—See Pay—Cards:—Lists .. 
—Personnel—See Salaries .............. 


CATALOGUING: . 


CATERING:—See Cafeterias . 


CELEBRATIONS: 
—General—See Ceremonies 
—Government Observation—See Leave 
—Holiday Greetings—Use Appreciation 


GRRE MONTES siete ett ee ee os 6. 2 covered aetcrsuess 
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Schedule 


CERTIFICATES: 

—Land Mail Service—Use ere oe 
ments 

—Life—See Pay—Files—Annuitants 

—Mail Contractors—Use Contracts—Agree- 
ments b- 

—Primary Stock—Use A.P. —Vouchers 

—Staff Pay—Financial—See Pay 

—Personnel—See Salaries 
—Stock Transfer—Use A.P.—Vouchers 


CHANNELS OF COMMUNICATION:—Use Corre- 
spondence Management 


CHAR SERVICES:—See Buildings—Maintenance 
Cnarity :—See Campaigns 


CHARTS: 
—General—See Maps 
—Flow—See Management Services 
—Geographic—Use Maps ......... 
—Organization—Use Organization 
—Procedural—Use Management Services . 


CHEQUES: 
—General 
—Abstracts 
—Actual Paid ; 
—Bank Deposited—See Cheques—Lists 
—Cancelled—See Cheques—Lists 
—Cashed—See Cheques—Actual Paid . 
—Election Warrants eee 
—Imprest—Use Banks—Statements. f 
—Issue—Analysis—U se Statements—Account- 
ing Miscellaneous 
—Recapitulation—Use Cheques—Lists 
—Requisitions—See A.P.—Vouchers .. 
—Special—Use seins kan oe 
—Lists—General ... mn 
—Cancelled . ; ae) 
—Daily Runs—Use ‘Cheques—Lists : 
—Deposited see 
—Pay—Financial—See_ Pay—Lists ae 
—Personnel—See Salaries ............ 
—Returned meet f 
—Superannuation—See Pay—Lists ...... 
—Unclaimed—Use Cheques—Lists— 
Returned—Cancelled 
—Lost ... MARES Ree R RN Lie. et hb rica 
—Pay—Financial—See Pay—Lists Soha aie Gs 
—Personnel—See Salaries ..... 
—Receipts ... 
mn ODISETS ©5222 5)21. 5. sede «kann eon ee 
—Requisitions—See A.P.—Vouchers Serna 
—Returned—Lists—See dedi Rags 
—Undeliverable Pees 
—Runs—Daily—Use Cheques—Lists Sete eee 
—IBM Source—Use Statements— 
A.P.&R. 
—O Summary—Use Cheques—Lists . 
crag Tico | 55. Mee eg AMR ni nae eA er ee Di 
—Unclaimed—L ists—Use Cheques—Lists— 
Returned Cancelled . 
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Schedule 


CHEQUES: (cont'd) 


—Unclaimed—Undeliverable—Use Cheques 
Returned ..... 

—Undeliverable—See Cheques—Returned 

—Vouchers, Returned 

—Warrants, Election—See Cheques—Election 


CIPHERS:—See Communications—Codes 
CIRCULAR LETTERS:—See Regulations 
CITATIONS:—Use Honours 


CIVIL: 
—Aid to Civil Power—See Emergency Mea- 
sures—Demonstrations 
—Defence—See Emergency Measures 


CLAIMS: 
—General .... Me Pe See 
—Against the Crown Pee re 
—Agents—Use A.P. —Vouchers | 
—By the Crown ......... 
—By Product—Use A.P —Vouchers anit aire’ 
—Damage—Use A.P.—Vouchers 
—Paid—Use A.P.—Vouchers ... 
—Product—Use A.P.—Vouchers .................... 
—Progress—See A.P.—Vouchers .................... 
—Removal—See A.P.—Vouchers 
and Travel—Expense Claims 
—Travel—See A.P.—Vouchers 
and Travel—Expense Claims 


CLASSIFICATION: 
—Expenditures—Use Statements—Accounting 
Miscellaneous, 2.22.00 c.ccsscveeecscans = 
——PEFSOnnel etcoccee oe 
—Reclassification—See Promotions | 
—Security—Use Security ........ 


CLASSIFIED EMPLOYEESS 
—Earnings Records—Financial—See Pay— 
Cards\ (cnc Os Se eee, 
—Personnel—See 
Salaries.4 ja 31s4 3 
—Employment—Use Employment ................... 
—Paylists—Financial—See Pay—Lists .......... : 
—Personnel—See Salaries 


CLEARANCES :?—See" Security’ ........0.cscesesceesetseatesen 


CLIpPpINGs:—See Information Services—Press 


CLOSED VOLUMES: 


CLuss:—See Associations .. 


CoaTs OF ARMS:—See Badges 
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Schedule 
CopE(Ss) (ING): 

—Communication—See Communications ........ 6 

—Financial—See Coding ..0...0000....000cccceeeeeee 2. 
COLLECTIVEs BARGAINING*40=) 4.9, eee ee 3 
COLLISIONS:—Use Accidents ...............0000cccceeeee 1 
COMMERCIAL FIRMS: 

—General—Use Corporations . : 1 

—Accounts—See Accounts Payable ................ 2 

—cContracts—Use Contracts 00.000... 2 
COMMISSIONAIRES: 

—Employment—See Employment .................... 3 

—Security—See Security—Physical 6 
COMMISSIONS: 

—General—Use Committees ...000000000...cccceeeeeee 1 

—International—See International .................. 1 

—Investigations—Use Investigations .............. + A 

—Of Office—See Legal Matters 0000... 1 

—Royal—See Parliament 2.00... 1 
COMMITMENT: 

—Allotment—Use Allotments—Ledgers ........ zx 
COMMITEEES 24>. 2 hen nee ie Bee te 1 
COMMUNICATIONS: 

==—General)) 2-08 oo em A ln 6 

—TInstallations—See Utilities ..............000 a. 4 

—Security—See Security 200000000. 6 
CoMMUNITy CHEST:—Use Campaigns—Chari- 

tables 25 + erg: a ied Cetin er en oe eels 1 
COMPANIES: 

—General—See Corporations 20.0.0... 1 

—Accounts—Use Accounts Payable ................ 2 

—Contracts—Use Contracts .00.00000..cccceeee. 2 
COMPENSATION:—See Accidents ...............ccccceeeee 3 
COMPETITIONS fr cee ee et ae 3 
COMPILATION: 

—Books—See Books ..... OP RI oe eevee: 6 
COMPERINTS 2) eee cee eter ee ere er 1 
CONCESSIONS: 

—Accounts—See A.R.—Vouchers ..........0.00...... 2 

—Buildings—See Buildings—Legal .............. med Oz. 

—Lands—See Lands—Legal and —Lettings... 4 
CONDEMNATION fle tere ee naa cee a eee 5 
CONDITIONS:—See Welfare ..........0.0..000.cceeeecsseeeeeee 3 
CONDOLENCES:—See Appreciation ........................ 1 


Schedule 


CONFERENCES:—See Committees 


CONFIRMATION: 
—Hotel Reservations—See Transportation ... 


CONGRATULATIONS:—See Appreciation ................ 


CONSOLIDATED FUND LEpGER:—Use Ledgers— 
General .......... 


CONSTRUCTION: 

—General—See Buildings—Construction ........ 
—Arrangements—See Buildings—Construction 
—cConsultant Services—See Buildings— Con- 

StTUCTON cee ere na ere ee cee 
—Contracts—Use Buildings—Construction .... 
—Plans—See Buildings—Plans ........................ 
—Specifications—See Buildings—Plans ......... 
—Tenders—See Buildings—Construction ........ 


CONSULTANTS: 
—Buildings—See Buildings—Construction ...... 
—Employment—See rs ia 1, kon 
—Fees—See Fees ............. 


CONTINGENT ACCOUNTS:—Use A.P.—Vouchers .. 


CONTRACT(S): 

“General ee. ae ee SO ee 
—Accounts—See A.P. Vouchers and Contracts 
—Building—Use Buildings—Construction ...... 
—Demands—See Equipment—Procurement .... 
—Equipment—Use Equipment—Procurement 
—Ledgers—See Contracts—Ledgers ................ 

—Sheets—Use Contracts—Ledgers .. 


CONTRACTORS: 
—Buildings—See Buildings—Construction ...... 
—Deposits, Open Accounts—Use Ledgers— 
OpensAccounts =. Sere et ee eee 
—Mail Certificates—Use Contracts—Agree- 
MONS Es Rests eee a nde eee ees 


CONTROL(S) : 
—Allotments—Use Allotments—Ledgers ........ 
—Cash Records—See Cash Accounting— 
Pedersen re ee, et es 
—Central Control Ledgers—See Ledgers ........ 
—Flood—See Emergency Measures—Disas- 
ters eh ee ee i RO eer 
—Flood—Buildings—See Buildings—Protec- 
TOT Re SD ee ee eee 
—Payment—Use Allotments—Ledgers ............ 
—Payroll—See Pay—Payroll ...........0.0..0000..... 


CO-OPERATION AND LIAISON: 


CORNERSTONES:—See Ceremonies ........................ 
CORPORATIONS: 
= FENCEA Be a ee Asan: 
—Accounts—Use Accounts Payable ................ 
—Gontracts— User Contracist- ee 
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Schedule 
Corps OF COMMISSIONAIRES: 
—Employment—See Employment 3 
—Security—See Security—Physical 6 
CORRESPONDENCE MANAGEMENT: 6 
CoursEes:— See Training 3 
COURTS OF INQUIRY: 
—General—See Boards of 1 
mE ISCIDIINS ~ 552 c520 cone cece inuitves sey 2ss cree Co ER 3 
CREDENTIALS:—-See Accreditations 3 
CREDIT(S): 
—Advances—See A.P.—Vouchers . yA 
—Notes—See Accounts Receivable ....... 2 
CRESTS 1 See) BAGS) oo ieciy nc ccsssscvicis oeacdepeeiaa? 1 
CRIMINAL INVESTIGATIONS: 
= Boards. of Ineiryi<ai4.o- oc. eee 1 
—lInvestigations . 1 
RU TER Fe) iis eden cea econ gee ara 1 
CUSTOMS: 
—General—See Cultures 1 
= hie cise—See~ Dies pe wie Be aes fa Mens cacbest es nse 2: 
CUTTING OFF FILEs: Preface 
CyYPHERS:—See Communications—Codes ...... 6 
D 
DatLy ROUTINE OrDERS:—See Regulations .. 1 
DAMAGE: 
—Buildings—See Buildings—Damage .............. 4 
—Claims—Use A.P.—Vouchets ........................ 2 
ANG CLANS Sioa pee oe en 2 
DATA PROCESSING SERVICES: ..0.........cccccccccceceeseeeee 6 
DEATH BENEFIT: 
—Insurance—See Insurance ...........0.....ccccceeeee 3 
—Payment—See Pay—Death ©0000... 2 
DEBTS?—Se6. Olains” caves ate estes ee eee 2 
DECISIONS:—See Legal Matters 200.000.000.000 1 


DECLARATIONS: 
—Statutory re Cheques—See Cheques—Lost .. 


DECORATING:—See Buildings—Maintenance 
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Schedule 


DECORATIONS: —See Honours 3 
DEDUCTIONS: 
—General (Personnel)—See Salaries 3 
—Annuitants—See Pay—Files and —Lists 2 
—Paylists—See Pay—Lists ..... Be emo 
—Payroll Authorizations—See Pa < 2 
—RCMP Authorization Forms—See Pay— 
Allowances BR ne 5 OE eae Ph eee z 2 
—Remittance Lists—See Pay—Lists ¥e 
DEFINITIONS: 
—Closed Volume Preface 
a KITOIATIE IROCOLUS, “cosutversasrr mero eones Preface 
—Policy Records . _ Preface 
=P UDG RECOLUS ot. .ses A fem erte nee ne cua Preface 
—Records Schedule . ... Preface 
—Routine Records Preface 
—Working Papers Preface 
DEMONSTRATIONS: 
—General—See Emergency Measures 1 
—Exhibits—See Information Services ............. 6 
DENTAL SERVICES:—See Health .... 3 
DEPARTMENTAL: 
—Circulars—See Regulations .......................4.. 1 
—Inventories—Use Accounting ........................ 5 
—Investigations—Use Investigations ................ 1 
—Speeches—See Information Services ............ 6 
and) Lectures’). 2... eee 1 
DEPENDANTS: 
—Evacuation—See Emergency Measures ...... = 4! 
DeposiT(s): 
—Bank Slips—See Banks—Vouchers ................ 2 
—Cheques—Lists Deposited—See Cheques... 2 
—cContractor Open Accounts—Use Ledgers— 
Open. Accourits 25. ican Soe 2 
—wecurify—see, Vouchers tec teers Z 
—Ledgers—See Ledgers—Specific . 2 
DESIGN: 
—Buildings—Use Buildings—Plans .................. 4 
—Forms—See Forms Management .................. 6 
DESTRUCTION: 
—Equipment—See Condemnation .................... 5) 
—Records—Use Records Management ............ 6 
AUGYSCG) ei ne eas Preface 
DEVELOPMENT:—See Training ...................0...00+ 3 
DIGNITARTES*=—Sce SVISitS 24 .<: wien deters otacees 1 
DIRECTIVES: 
—Cabinet—See. Acts 32.4... seers eee. 1 
—Departmental—See Regulations .................... 1 
DISASTERS:—See Emergency Measures ................ 1 


Schedule 
DISBURSEMENT:—See Accounts and Accounting 2 


DISCIPLINE: 


DiIspLays:—Use Information Services—Exhibits 6 


DISPOSAL: 
—Buildings—See Buildings ..........0..000000. 4 
—Equipment—Use Condemnation: Surplus: 
and/OLiWrite-Oflsice aoe ee ee es 5 
—Files—See Records Management .................. 6 
—Personnel—See ...........0cc cece Appendix 
bands ——See andr secre om 4 
= PLOCECUITES weer Wee erent orn Appendix 
—Records—See Records Management ............ 6 
== Ships—See SUIPS wee eee ee eee 5 
=—SUD MISSIONS MEAs he eee eee Peed Appendix 
—Vehicles—See Vehicles 0.0.0.0... ee 
DISTRIBUTION: — See BOOKS i...25 eee 6 
DITCHING:——See andst ee. ee 4 
DOCUMENT(S) (ATION) : 
—Assigned Pay—See Pay .........00.0000..000.000 2 
—Legal—See Buildings or Lands .................... 4 
—Security—See Security Clearances ................ 6 
—Vouchers—Use A.P.—Vouchers .................... 2) 
DONATIONS :—Seew Giftsige enn ee 1 
IDORMANT: (RECORDS 2) ences eter aie eer er Preface 
DOUKHOBORS:—See Cultures 2.00.00... 1 
IDRABTING/ SERVICES fetercay an aoseserenta tee oar cnaensene 6 
DRAINAGE:—See Lands—Ditching 0.0.0.0... 4 


DRAWBACK(S): 
—and Refund Ledgers—See A.R.—Ledgers.... 2 


DRAWINGS: 

—Buildings—Use Buildings—Plans ................ 4 

== HQuipmenta cence enn ane Aen aero 5 
IDRESS:—Seé, Clothing: s.2 ca epee a ere 8) 
DRILLS: 

—Fire—See Buildings—Fires .....................00. 4 
Drucs:—See Equipment—General ...................... 5 
Dry Docxs:—See Ships—Ocean .....................4.... 5 
DUES: 

—Harbour—See Ledgers—Specific .................. Zz 


Schedule 

DUPLICATION: 

—Records SN ng Ap ohn Preface 

Services 2 Ae a a, eee eis. 6 
DUTIES: 

—Personnel—Use Classification .............000.00.0... 3 

—Pariffs——See Duties vi.c...ccessecesscevacencrnsncasseevocxs 2 

E 

EARNINGS: 

—Financial—See Pay—Cards and —Lists ... 2 

—Personnel—See Salaries .............0cccccccccceeeeeees 3 
EASEMENTS:—See Lands—Lettings .............0........ 4 
EDITING=—See. Books... 2.22 cacceecenen, 96 
EDUCATION: 

—Allowances—See Allowances ..........000000....08 ¢) 

—Equipment—See Equipment—General ........ 5 

—Tuition Fees—Use A.P.—Vouchers ............ 2 
EFFECTS: 

—Transportation—See Transportation ............ 6 

—Travel Expenses—See Travel ...........00...000.. Z 
EFFICIENCY:—See Evaluation ..................ccc.c..0 3 
ELECTION(s): 

—Political—See Politics. ......c.s...c....-seccescssoveveseee 1 

—wWarrants—See Cheques—Election ............... 2 
ELECTRICAL WorKs:—Use Utilities .........0.......... 4 
ELECTRICITY: 

—Accounts—Use A.P.—Utilities ...........00.00.... 24 

—Installations—See Utilities ...........0000000000..... 4 
ELECTRONIC DATA PROCESSING:—See Data ........ 6 
ELIIBILTY:—See Competitions ......................0. 3 
EMBLEMS: ——-SCCR DAC LES ier ree ee Asatte: 1 


EMERGENCIES:—See Emergency Measures .......... 1 


EMERGENCY MEASURES: 
—General 
—Civil Defence ... 
—Demonstrations 
—Disasters 
—Evacuation 
—wNational Survival 
—Riots—See E.M.—Demonstrations 


a ee 


EMPLOYEES: 
—Earnings 
Cards 


Records—Financial—See Pay— 


—Personnel—See Salaries 3 
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Schedule 
EMPLOYEES: (cont'd) 
—Employment m) 
—Files—See Appendix 
—Loans—Ledgers—See Ledgers—Specific = 
—Personnel Abroad—Use A.P.— 
Vouchers 2 
EMPLOYMENT: 
—General 3 
—Advertising . 2 
—Applications 3 
—Casual . sc hvaar ae WiTna el iai d Rots Rae ea 3 
—Consultants .........:..... . 3 
—Corps of Commissionaires ie cst sae 3 
—Prevailing Rate 3 
—Professional 3 
—Scientific Sib Nc sacucbacecnae teed oy eee ae 3 
—Seasonal—Use Employment—General . 3 
—Sessional—Use Employment—General . 3 
—Summer Students 3 
ENCUMBRANCES: 
—General . 2 
SPACE UISEIELOTIES  ocase cree ces eter eras rented dent eenaserntd 2 
—Cards—Use Encumbrances—General . Z 
ee i ti'y (iT) Gee eee eens SER eR ERED 5 2 
— Ledgers Maltese LAS RE 2 
—Listings—See Statements—A.P.&R. ee Ee 2 
—Runs—Use Statements—A.P.&R. ................ 2 
—Sub-allotment—See Encumbrances— 
Transfer BURA Se gus eaten skitae Base eaeG Ae 2 
—Transfers. ................0.0 2 
ENQuiryY:—See under INQUIRY 
ENTERTAINMENT: 
—Allowances—See Allowances ....................... 2 
—Funds—Use Allowances. .............::c:ccceesseeseees 22 
—Personnel—See Welfare ...................cc00eceeeees 3 
EQUIPMENT: 
—General . Roartecce 5 
—Accidents—See “Accidents - lee cr ae ee 1 
——ACCOUTNE Siac! eee et ee 5 
=A LORI TION bs 22 ee ee ck ea 5 
—=Cataloguting oi vex co te eee ree es ee oo 5) 
— Condemnation. 22.5 canes acs Roe 5 
—Contracts—General—See Procurement ........ 5 
—Demands—See Procurement ...... 5 
—Financial—Use Contracts and 
AP Vouchers: 25.22 ae Z 
—Destruction—See Condemnation ................ 5 
—Disposal—See Accounting: Condemnation: 
Surplust Warite-offs 9275 eleccicdcin se eee =i 
PTS WINGS | hen cpcencvelatccennrsvidee RA ee a 
—Identification—See Cataloguing .................. 5 
—Inventories—See Accounting ........0000..0..000.. 5 
= Jase =AGONETAL 5. 6; sas ccscccactsveaciene fe eee 5 
—vVouchers—See Vouchers—Stores ... 2 
—Labelling—See Cataloguing 2.000.000.0000... s 
earl RPATIS Oech cores sectcacee a: eee ed ee s) 
—Office—See Equipment—General ................ 5 
—— Maintenance <a a ee ee, 5 
MA ANUL ACUI os hie ks Snacerest re acs cadet St 
ETOCS? en FRR eee erection 5 
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EQUIPMENT: (cont'd) 


—Procurement 
—Production—See Manufacture see 
—Purchases—General—See Procurement a 
—Financial—See A.P. and Con- 
tracts on 
—Repairs—See Maintenance 
—Sale .... 
—Security—See Security—Physical . 
—Specifications—See Drawings ..... 
—Stationery—See La EE ores 
—Surplus 
—Technical 
—Vouchers—See Vouchers—Stores nes 
—Write-offs . 


EsKIMO LOAN LEDGERS:—See Ledgers—Specific 
EsPIONAGE:—See Security—Subversive 


ESTABLISHMENT: 
—General 
—Estimates—Use Estimates 
—Ledgers—See Ledgers—Specific ......00000........ 
—Listings—See Statements—A.P.&R. 
—Runs—Use Statements—A.P.&R. 
—Statements—See Statements—A.P.&R. ........ 


ESTATE: 
—Indian Sheets—Use Ledgers—Indian 
—Retirement Fund—Use Pay—Accounts 


ESTIMATES: 
—General 


—Machine Runs—Use Statements—A.P.&R. .. 


EVACUATION:—See Emergency Measures 


EVALUATION: 


EXAMINATIONS:—See Competitions 


EXCAVATIONS: ——S¢@ | ands. cccpeuee eeserckeertie oe aes 
EXCHANGE: 
—Information—See Security—Information ... 
—Personnel 


ExcisE:—See Duties 


EXERCISES: —See Emergency Measures 
ExHIBIT(S) (IONS) :—See Information Services .... 


EXPENDITURES: 
—General—See A.P. 
—Accounts—See A.P. 
—Classification of—Use Statements— 

Accounting Miscellaneous ...................:0+:065 
—Ledgers—See A.P.—Ledgers 


Schedule 


EXPENDITURES: (cont’d) 


—Listings—See Statements—A.P.&R. ............ 2 

—Statements—See Statements—A.P.&R. ........ z 

—Travel—See Travel ....0..00.00......cccccccecceeeccdeeee 2 
EXPENSE CLaAIMs:—See Travel ....... Se eae eee De 
EXPLOSIVES: 

—Accidents—See Accidents .............00000.:c0ccee 1 
EXPORTS?—See. Duties =.5 ae ee 2 
ExPRESS:—See Transportation—Freight .............. 6 

F 
Facincs:—See A.P.—Vouchers .................0.000006 Z 
Farrs:—Use Information Services—Exhibits ...... 6 
FaLL-OutT:—See Buildings—Protection ................ 4 
FAMILY ALLOWANCE: 

—Ledgers—See Allowances—Ledgers ............ 2D, 
FarES:—See Transportation—General ................ 6 
FEDERAL 

ACES eres Secor eee scar earociees 1 

—Agreements—General ............ccceecceeceeceteeees 1 

SPIN ANCE 6 Ses sse soto ee eedee seek 2 
—Ledgers—See Agreements— 
Federal? ee eee Z 

——CO-Operalion eee teens ats ae eee eas 1 

—Elections—See Politics .................0.ccsee 1 

== EO QISLATION——SCCLACIS meee tee nee ecnecee emer es 1 

—Politics—See Politics .............::.cc0ccccesenceeees 1 

—Taxes—-Se@ cL axes 2 einen bey cer noes eo 2 
FEDERATIONS:—See Associations ..................0.000. 1 
FEES: 

—Accounts Individual—See A.P.—Services 

TEndered: We see ees eaten 2 

= @onsultantsnetcwee ee eo 2 

—Tuition—Individual—Use A.P.—Vouchers .. 2 

—Subject—Use Allowances ............ 2 
FELLOWsHIPS:—See Scholarships .............0........ 3 
FENCING:— See" Lands) mecteee ese eee 4 
FILES: 

—Destruction—Use Records Management ...... 6 

—Disposal—See Records Management ............ 6 

—Forms Functional—See Forms .................... 6 

—Pay—See Pay—Files.i.2.04.. Gece ne Zi 

—Personnel—See Personnel Files .................... 3 

ANG Jeeta cee eee Appendix 

—Terminated Employees .........0.0....0000... Appendix 

—Pay—See Pay ...... 2 


Schedule 
FILMs: 

—General—See Information Services—Motion 

PA CUUIT CS ai rs ae or wes oe eee 
——Microfilming, (1.2)... 6 ee ee Appendix 
—Strips—See Library Services ...0..00000000.00.. 6 

FINANCE: 
==(yénetal pie eee ies eee ae eran ern Z 
—-ACCOUNtS—General iia crores tnsect eseceneetenstnnes 2 
—Cafeterias—See Cafeterias .......... 1 
san AV AD LC Meter e ete crater ae seat z 
= RECEIVAD OM te eter ne eee: 2 
=A PTCCIICIUS Ste neice eet nn eee ey re eee Z 
——ANGtmentS race ret bere rraeec eet me etree 2 
= AT OWANCES aire cae ee eee ee ee ee 2 
—Arrangements—See Agreements .................... 2 
—Associations—See Associations .................... 1 
= ATL Stee ete eer a aoe en ees Z 
= BANKS he ee eee Re Re ee cement as 2 
—Boards of Inquiry—See Boards of .............. 1 
Bonding nee ee ete Oc 2 
—Cafeterias—See Cafeterias ...........0...c cee 1 
—Canteens—See Cafeterias ............c..cc0ccecseceees 1 
= @ashWACCOUNLINg sae te, ete, «ee 2 
—Cheques—General 2o..< sate eee iz 
—Pay—See Pay—Lists «00.00.0000... Zz 
OL ATINIS rege cee eee ero eee tsi Z 
—Coding Ge ore re eee Ae te 2 
—Contracts—General: et ee 2 
—vVouchers—See A.P.—Vouchers 2 
—Credit—See A.R.—Credit 2.0.0.0... Zz 
== Dities ea ee, ee 2 
== NCUIM DEATICES pee ie eee es eee re een et 2 
——Estimiateste sees een M.S ES 2 
—Expenditures—See Accounts Payable .......... Zz 
PCOS: 2. seis eh ey One 25, a, IR Co 2 
—Forecasts—Use Estimates ........000.....c0cccccceee 2 
SF sl ee ee tert Ese oo Zz 
= GSTANS ee eee an Re eee ee mee 2 
=A INI PTESt LACCOUNNS cee rere rete te Zz 
—— Insurance tre rc Re ae 72 
—Investigations—See Investigations ................ 1 
a OU BOTS a ee eee aa ee re ee ee 2 
ee tN staan SARE aah om te SI RR ee CRRA 2 
=—P Ott ys Cash ee error area nee eee 2 
—Plans—Use Estimates ............0....cccccceseceeeeeeee Z 
—Postase Accounts os ee 2 
—Receipts— General \.: ccs cee: 2 
—Cheques—See Cheques ................ Z 
—Refunds—See A.P.—Vouchers ..................0... 2 
and A.R.—Credit: —Ledgers ...... 2 
—Registers—See Ledgers ..............0c:ccccccescsesees 2 
Regulations. ee ee et He 2 
—Revenue—See Accounts Receivable ............ 2 
=i PningwAlLbOrity me ee eee em ee 2 
Statements: ie) tems, eee tere ed Bose test 7 
—Summaries—See Statements ...........000.....c000. 2 
—Tariffs—See Duties ..0...........ccceccncsssesseseeeeeeeees 2, 
=—haxes——General fae oe ie ree 2 
—Income—See Income Tax ................ 3 
AVE ie 2s oe ee dh a A Fi 2d 2 
—Vouchers—General tk sns co ssiec teeth eososatastetin Z 
—See also A.P.—Vouchers: 
A.R.—Vouchers: 


Cheques—Vouchers: etc. .. 
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FINGERPRINTING:—Sce Security—lIdentification 


FIRES: 
—General—See Buildings ; 
—Boards of Inquiry—See Boards of 
—Drills—See Buildings—Fires 
—Emergencies—See Emergency Measures— 
Disasters 
—Firefighting Equipment—See Technical 
—Investigations—See Investigations 
—Precautions—See Buildings—Fires 
—Prevention—See Buildings—Fires 
—Regulations—See Buildings—Fires 
—Reports—See Buildings—Fires 


FIRMS: 
—General—See Corporations .. 
—Accounts—See A.P.—Commercial Firms 
—Contracts—Use Contracts 


First A1rp:—See Health 


FISHERMEN: 
—Indemnity Fund pandas 
Specific 


weenie 


FLoops: 
—Buildings—See Buildings—Protection 
—Control—See Lands 
—Emergencies—See Emergencies Measures— 
Disasters. —as.cast 
—Protection—See Buildings—Protection 


FLow CHARTS:—See Management Services ........ 


FLOWERS:—See Funds—Non-public 


Foop:—See Equipment—General 


FORECASTS: 
—Financial—Use Estimates 
—Personnel—Use Establishments 


FOREIGN: 
—Acts . 
—Agreements 
—cCo-operation 
—Legislation—See Acts 
—Liaison—See Co-operation .................0000000. 
—Service Allowances—See Allowances 


FORMS: 
—General—See Equipment—General— 
Stationery 
—Cheques—A43B Series—Use Cheques— 
Lists—General 
—T.A. Sheets—Use Cheques— 

Receipts 42. Se oe eee 
—Encumbrance—Use Encumbrances—Adjust- 
SELOTIEG ways 5. Ar spaidh concer ecco ee eee sana 
—Income Tax T.4 and TP.4 Returns—See pas 

—Leave—See Leave and Note 
~—Manageient 254 obi errs crits 
—Receipts—See A.R.—Vouchers ...0.000000000...... 
—Security Deposit and Release—See Vouchers 
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Schedule 


FREIGHT:—See Transportation 


FUELS: 
—General—See Equipment—General 
—Installations—See Utilities 


FUNCTIONS: 
—Management—Use Management Services 
—Organization—See ol paretg' 
—Social—Use Welfare 


FUNDS: 
—General rs 
—Consolidated Ledger—Use Ledgers— 
General . a 
—Fntertainment—Use “Allowances 
—Flower—See Funds—Non-public 
—Gift—See Funds—Non-publice ..0.00000.0........... 
—Indian Savings—See Ledgers—Indian ....... 
—Ledgers—See Ledgers—Specific ... 
—wNon-public ........ 
—Refunds—General—See A.P.—Vouchers 
and A.R.—Credit 
—Ledgers—See A.R.—Ledgers 
—Retirement—See Pay—Accounts 
—Schools 
—Superannuation—See 
Se ASES Pe yy, he eee eee eee eee te 
—Transfers—See Banks—Vouchers .............. : 
—Trust—Indian—See Ledgers—Indian ie 
—Ledgers—See Ledgers—Specific ...... 


Pay—Accounts and 


FURLOUGH LEAVE:—See Leave ..... 


FURNISHINGS:—See Equipment—General 


FURNITURE:—See Equipment—General 


G 


GARBAGE DiISPOsAL:—See Utilities ........ 


GARDENING:—See Lands—Landscaping 


Gas: 
—Accounts—Use A.P.—Utilities 
—Concessions—Use Lands—Lettings 
—Utilities—See Utilities 


GASOLINE:—Use Utilities 


GIFT(s): 
—General 
—Funds—See Funds—Non-public 


GOVERNMENT:—See also under SUBJECTS 
—Central Control ik Ledgers ........ 
—Co-operation 


GRANTS: 


6 


Ww 


Schedule 


GRATUITY: 

—Cash—See Pay—Statements ...... Pisa hoes 1 2 
GREETINGS:—See Appreciation 0.000.000.0000... 1 
(GRIEVANCES: SCC BAD DCAIS iterate eee ne 3 
GROUNDS: 

General Use erect eh ccs de ea 4 

—Security—See Security—Physical ............... 6 
Guarps:—See Security—Physical ........000000..0....... 6 

H 
HARBOUR: 

—Dues Ledger—See Ledgers—Specific ............ 2 
HARDWARE :—See Equipment—General ................ 5 
Le Biv 6) us Reena ety ee, Pee ee ee eee 3 
HEATING: 

—Installations—See Utilities 0.00.0... 4 

—Plants—See Equipment—Technical .............. 5 

—Utilities—See Utilities 20.000... 4 

—wWorking Conditions—See Welfare .............. 3 
HicHways:—See Lands—Roads ...................:00.0.. 4 
HISTORIC(AL): 

=— MW Atters eects ere ey ai 1 

—Monuments—See Lands—Historical ............ 4 

—Records Ae ee Preface and Appendix 

—Sites—See Lands—Historical ........................ 
HOLDBACK: 

—tLedgers—See Ledgers—Specific .................. 2 
Hovipays: 

—General—See Leave ..........ccccceccsceestvecsesces 3 

—Celebrations—See Ceremonies ...................... 1 

—Special Occasions—See Appreciation ........... 1 
HOLLERITH: 


—Runs—General—Use Statements—A.P.&R. 2 
—Special—Use Statements—Account- 
Mee VISCCHANCOUS ene eee eee 2 


HONORARY APPOINTMENTS:—See Appointments 3 


HONOURS AND AWARDS: 


=—GENCLAl pedi ee rr oe ete Lee 3 
—=DeCOrations” (ee ene 3 
=—INCeENntiVe. A WAlGS merece cece. ences eee 3 
—INVESTITULES: cco enenes cesses caarest eRe eee ee 3 
ONS a SELVICE wre wees eerie eet ene 3 
— Medal sia, Moat het ee e rn ae. 3 
=—SUSPESUONS s aw nee eee ee eae re tac. aes earek 3 


Schedule 
HOSPITAL: 
—Accounts—See Accounts Payable .. 2 
—Equipment—See Technical ..... 5 
—Insurance—See Insurance 3 
HOTELS: 
—Reservations—See Transportation 6 
Hours OF WORK: 
== (Generals te rte. cs ie eX. eee. 3 
—Cafeterias—See Cafeterias 0.000000... 1 
—Canteens—See Cafeterias ........ okay a 1 
—Statements—See Salaries—Prevailing Rates 3 
HOUSEKEEPING RECORDS: ......Preface 
I 
“T” Carps:—See Security—identification .. 6 
ICEBREAKERS:—See Ships ...........-..:::0:c00c00000- 5 
IDENTIFICATION: 
—Cards—See Security—Identification ............ 6 
—Equipment—See Cataloguing ...................... 5 
== SECUTI TYR ee ee ee ore ccs sees 6 
IMMUNITIES:—See Privileges ...................000:00000 3 
IMMUNIZATION:—See Health .......... eee. an OU 3 
LMPORTS: See Duties s.g yoshi z 
IMPREST ACCOUNTS: 
—Bank—Cards—Use A.P.—Ledgers .............. 2 
—Statements—See Banks—Statements 2 
—Cheque—Use Banks—Statements ................ 4 
—Ledgers—See A.P.—Ledgers .................... 2 
—Vouchers—See A.P.—Vouchers .................... 2) 
INAUGURATIONS:—See Ceremonies ........................ 1 
INCENTIVE AWARD PLAN:—See Honours ............ 3 
INCOME TAX: 
—= General ee ee ee, 3 
—T.4s and TD.1s—See Income Tax ........... 3 
—T.4s and TP.4s Returns—See Pay .. i 
INCREASES :—See: Salaries) ......... tee rete ee 3 
INDEMNITY: 
—Fishermen’s Fund—See Ledgers—Specific 2 
INDIANS: 
—(General—Sees CUMULES aevinue een kes 1 
—tLand Sales—See Ledgers—Indian .............. 2 
—Savings—See Ledgers—Indian ..........000.00..... 2 
—Timber Sales—See Ledgers—Indian ............ 2 
—Trust Fund—See Ledgers—Indian ... 2 
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InpicEs:—See Records Management 
INDUSTRIAL:—See Security 


INFORMATION: 
—General ecvasthe dceceiaemtnaaen 
—Exchange—See Security 
—Intelligence—See Reports 
—Release—See Security 
—Services Pr res be 
—Statistics—Use Statistics 


INJURIES: —See Accidents ..............:cccccccccseccereceeenee 


INOCULATIONS:—Use Health 


INQUIRY (IES): 
—Board of—See Boards of 


—Corporations—See Corporations .................. 


—cCourts of—See Boards of ....... 
—Information Services 
—Investigations—Use Investigations ............... 
—Parliament—See Parliament 


—Personnel—See Inquiries Bae 


—Royal Commissions—See Parliament ~ 
INSIGNIA:—See Badges 


INSPECTIONS: 
—Aircraft—See Aircraft ......... 


—Security—See Security—Reports Resa st ae 
——Visits—Ulse: Visits) Cee eee ssc te ene 


INSTITUTES:—See Associations and Cafeterias 


INSTRUCTIONS: 


—General—Use Regulations .......00000000...0....... 


—Emergency Measures—See Emergency 
Measures ......... 
—vVehicles—See Vehicles 


INSURANCE: 
—Finance . 
—Personnel 
—Unemployment 


—Workmen’s Compensation—See “Accidents : 


INTELLIGENCE:—See Reports 


INTERCOM MUNICATIONS: 
—Communications 
—Installations—See Utilities— 

Telecommunications 


INTERNATIONAL AFFAIRS: 
INVENTIONS: 
INVENTORIES: 


—Equipment—See Accounting 
—Manpower—See Competitions 
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Schedule 


INVESTIGATIONS: 
—General 
—Personnel—See_ Discipline 


INVESTITURES:—See Honours 


INVESTMENT: 
—Ledgers—See Ledgers—Specific 


INVITATIONS: 
—Associations, Clubs, etc. 


INVOICES: 
—Accounts—See Accounts Payable 
and Accounts Receivable 
—Ledgers—See Ledgers—Specific 
—Removal—See A.P.—Vouchers . 
—Travel—See A.P.—Vouchers 


IRREGULARITIES:—See Discipline .................. 


ISOLATED Post ALLOWANCES—See Allowances . 


ISSUE: 
—General—See Issue .... 
—Accounting—See Accounting .. 
—Scales of—See Issue . oy Eevee 
—Stores—See Issue . 
—Vouchers—See Vouchers—Stores 


ITINERARIES:—See Visits ............. 


JANITORIAL SERVICES:—See Buildings— 


Maintenance” o.<40 econ see 


Jos ANALYSIS: 


—General—See Classification ..............0000...0.... 
—Descriptions—Use Classification ................... 


JOURNAL: 


—Registers—See Vouchers—Journal .............. 


—Vouchers—See Vouchers 


JupiciraL SERVIcES:—Use Legal Matters ............ 


K 


K.10:K.12 Accounts:—Use A.P.—Vouchers .... 


Kir:—See Clothing ... 


KITCHEN EQUIPMENT:—Use Cafeterias ee sr araes 
or General’... ner 


_ 


NNNN 


NAAM 


Ww 


Schedule 
L 
LABELLING:—See Cataloguing |... 5 
LAMB PAYMENTS:—Use A.P.—Vouchers ............ 2 
Lanp(s): 
General ter ne ee eae nes dost nee 4 
=——ACOUISILION hapten ear ee eee etn ae eres 4 
—Concessions—See Lands—Lettings .............. 4 
= Disposal gare eee eee nee ee Lee 4 
= Ditching aaron ae eee meee: cen eee 4 
—Drainage—See Lands—Ditching ............... 4 
=—EXCAVALOD ce erent een neon rata ee 4 
= FON CIN D error es ee Ree ee 4 
= F1OOds COMULOM ene tea cet ee, 4 
—Gardening—See Lands—Landscaping ......... 4 
—Historical—Monuments ow... 4 
= LOS ea Perris tern ne een eer sors 4 
—Landscaping ...................... SheMale on at nomen rw (4 
=e Pale DOCUIICHLS wan eee eee ee Rene re 4 
—— ett OS oie che ete ee eee ree ete 4 
—Mail Service Certificates—Use Contracts... 2 
—Monuments—See Lands—Historical ............ 4 
==—Parking “ATCasiperen on aie et ete tates 4 
—Records—Use Lands—Legal Documents .... 4 
—-RECrEAtION | -ATCASme mr oti eee eer ces 4 
== ROAdS ie yee Mr iat eee ne Re ei aciest oth ops re 4 
—Sales Indian—See Ledgers—lIndian .............. 22 
—Script Indian—Use Ledgers—Indian ....... + aber: 
—Security—Use Security—Physical ........... oe iO 
—Surveys—See Lands—Acquisition ............... 4 
—— LTCSPaSSin Sane ee eat ene eres: 4 
—Use of—Use Lands—Lettings ...................... 4 
LANDSCAPING:—See Lands ... 4 
LANGUAGE CourRSES:—See Training .................... 3 
LAWS: ——Use* Acts aie. antec tare i oral 1 
Lay-OFFs:—See Retirements ............0000000...00.... 3 
IEEAGUES:-— S66 DASSOCIALIONS ee rc teen 1 
LEASES: 
—Buildings—See Buildings— 
Acquisition: and —Legal ........... 4 
—Lands—See Lands—Acquisition 
andie=Legale- ni ewe er ee een 4 
—lettinps=—Seemlands’ 7a re tee 4 
—Utilities—See Utilities 4 
LEAVE: 
—General....:4043. ee eee bere ee Ben epee 3 
—Applications—See Leave and Note .............. 3 
—Forms—See Leave and Note re ................... 3 
LECTURE(S) (ERS): 
= —(SONCT Al Becht te ee a ee eee 1 
—Briefings—See Briefings ..................:scccces1e 1 
—Speeches—See Information Services ............ 6 
andilectures eee ¥. ee. eo ree 1 


Schedule 


LEDGERS: (and Registers) 


—=(3eNneralignn es Eee ee ee 
—Accounts Payable—See A.P.—Ledgers ........ 
—Accounts Receivable—See A.R.—Ledgers .. 
—Allotment—See Allotments—Ledgers .......... 
—Allowances—See Allowances—Ledgers 
—Annuitants Cards—See Pay—Cards ............ 
—Benefit—Veterans’—See Ledgers—Specific .. 
—Canadian Pension Commission—See 
Bed gers—Specilicr se a aan 
—Cash—Blotters—See Cash Accounting— 
Ledgers eet ee 
—Books—See Cash Accounting— 
Ledgers’ 
—Summaries Receipts Registers— 
See Cash Accounting—Ledgers ........ 
—— Central CONMO! acca ne eric eee hee 
—Cheque—Use Cheques—Registers ................ 
—Consolidated Fund—Use Ledgers—General 
—Contract—See Contracts—Ledgers .............. 
—cControl Central—See Ledgers—Central 
Conttol dpi Bee te Be ci i te th Ae oh Pk 
—Encumbrance—See Encumbrances—Ledgers 
—Eskimo Loan—See Ledgers—Specific .......... 
—Establishment—See Ledgers—Specific ........ 
—Expenditure—See A.P.—Ledgers ................ 
—Family Allowance—See Allowances— 
fF) cit ee ooh We ey iol ee GO. Hehe eRe 
—Federal-Provincial—See Agreements— 
Bederati eter ee eee. 
—Fishermen’s Indemnity Fund—See Ledgers— 
SDCCILICM torte eee ence Slane es ae 
—Harbour Dues—See Ledgers—Specific ...... 
—Holdback—See Ledgers—Specific ................ 
—Imprest Account—See A.P.—Ledgers ........ 
—Indian—Land—See Ledgers—lIndian .......... 
—Savings—See Ledgers—lIndian ...... 
—Timber—See Ledgers—Indian ........ 
—Trust—See Ledgers—Indian .......... 
—Invoice—See Ledgers—Specific .................... 
—Journal Voucher—See Vouchers—Journal .. 
—Land Sales Indian—See Ledgers—Indian .... 
—Loans—Employees—See Ledgers—Specific .. 
—Investments—See Ledgers—Specific 
—Miscellaneous—Use Ledgers—General ........ 
—Old Age Security—See Ledgers—Specific .. 
—Open Accounts—See Ledgers—Specific ...... 
—Pension Cards—Use Ledgers—C.P.C. ........ 
—Postage—See Postage Accounts—Ledgers .. 
—RCAF Treasury Account Cards—See 
Bedgers—Specific 22.5. wasnt ca en ee 
—Record of Legal Payments—See Ledgers— 
Specifict ge nh aoe eel antennae eee 
—Refund—General—See A.R.—Ledgers ........ 
—Drawback—See A.R.—Ledgers .... 
—Revenue—Use A.R.—Ledgers ............. i ah 
—Savings Indian—See Ledgers—Indian .......... 
—Security Deposit—See Ledgers—Specific ...... 
—Soldier Settlement—See Ledgers—Specific .. 
—Stock Sheets—Use Ledgers—General .......... 
—Suspense—See Accounts and Accounting— 
SUSPENSE He. ceese cs eae ee. ee a 
—Timber Sales Indian—See Ledgers—Indian 
—Travel Advance—See Travel—Ledgers ...... 
—Treasury Bills—See Ledgers—Specific ........ 
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Schedule 
LepGers: (and Registers) (cont'd) 
—Trust—See Ledgers—Specific 2 
—Veterans’ Benefit—See Ledgers—Specific 2 
—War Veterans’ Allowance—See Allowances 
mt ORIET Sc inrnn canines tes borunngauntuptnysasy denen oases 2 
—Wharfage Books—See Cash Accounting — 
Ledgers nary 3 
LEGAL: 
—General—Use Legal Matters 1 
—Boards and Courts of Inquiry 1 
—Documents—See Buildings and/or Lands 4 
—Investigations—See Investigations 1 
Sa P ME ESE ONS ocd susie eh ces coe rot ca et aK eco ac eh e Ha 1 
—Payments Made Record See Ledgers— 
Specific if a aeeeeerueay «fae 
LEGISLATION:—See Acts are Z 
LETTERS: 
—Acknowledgement—See Receipts 2 
—Appreciation—See Appreciation 1 
—Circular—See Regulations 1 
—Credit—Use A.R.—Credit «i! 2 
—Form—See Correspondence Management 6 
—Guide—See Correspondence Management .. 6 
—Personnel—See Inquiries ; 3 
LETTINGS AND CONCESSIONS:—See Lands Re we 
LiaBILiry:—Use Claims i eedt oe 
LIAISON:—See Co-operation ...............0.00::cccceeeees 1 
LIBRARY SERVICES: 
a FERET AL eB ioe ek es ke ER Nee 6 
mM tenrel "Seat cna aes sa ean nee comes Preface 
LICENCES: 
Generale... Sail i eee eee 1 
—Parking Permit Tickets—See Licences— 
Passes Desi siiaeck enti aban «made meee: ees 1 
—Vehicles—See Vehicles—Registration ..... 5 
LIFE: 
—lInsurance—See Insurance ............0..0.002000.... 3 
—Saving Equipment—See Technical ............... 5 
LIGHT: 
—General—Seée Utilities 28 ...:cccsscseseet area-vacee 4 
—Accounts—See A.P.—Utilities ......0.000000000..... Z 
—wWorking Conditions—See Welfare .............. 3 
LIMUTATIONS irs ahysens. seers Preface 
Lists: (See also Ledgers) 
—Advance Listings—Use Statements— 
Accounting Miscellaneous .................0...000000.. 2 
—Cheques—General—See Cheques—Lists ...... 2 
—Cancelled—See Cheques—Lists . 2 
—Daily Runs—Use Cheques—Lists 2 
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Lists: (cont'd) 


—Cheques (cont'd) 
—Deposited to Banks—See 
Cheques—Lists 
—Pay—Financial—See Pay—Lists 
—Personnel—See Salaries 
—Returned—See Cheques—Lists . 
—Superannuation and Pension— 
See Pay—Lists . 
—Unclaimed—Use Cheques—Lists 
—Returned—Cancelled . : 
—Deduction Annuitants—See Pay—Lists ...... 
Remittance—See Pay—Lists ...... 
—Eligibility—See Competitions .......... 
—Equipment—See Prices 
—Expenditure—Use Statements—A.P.&R. 
—Files Destroyed—See Records saanapiess 2 
and .... ee. ...Preface 
—Inventory—Use “Accounting 
—Mailing—See Mail ... 
—Nominal Rolls 
—Pay—Financial—See Pay—Lists .................. 
—Personnel—See Salaries 
—Price 
—Signing Authority—Correspondence 
Management 
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ee pena Pees ee vs See 
—Slaughtered Animals—Use A. P. —Vouchers 


Nn” 


LIVING ALLOWANCE: 
—General—Use Allowances ............... 
—Pay—See Paylists—Classified ......0000000000........ 
—Personnel—See Salaries—Paylists ... 


wNN 


LOANS: 
—Advances—Personnel Abroad—Use A.P.— 
Vouchers, 2.5 Shae eee eee 
—Ledgers—See Ledgers—Specific 
—Equipment .2e86e... Re ee eee 
—Eskimo Ledgers—See Ledgers—Specific ... 
—Investment Ledgers—See Ledgers—Specific 
—Personnel—See Exchanges 2.000.000.0000... 
—Abroad Advances—Use A. es 
Vouchers 
—Advances Ledgers—See Ledgers 
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LOCAL PURCHASE ORDERS: 
—Accounts—See A.P.—Vouchers .... 
—Equipment—See Procurement ...... ; 


Mn 


LOCALLY ENGAGED EMPLOYEES: 
—Earnings Records Cards—Financial—See 
Pay—Cards 2 
—Personnel—See Salaries 3 
—Paylists—Financial—See Pay—Lists .......... z 
—Personnel—See Salaries .... 3 
—Pension Records—See Pay iz 


LOCATION: 
—Buildings—See sigpomadte Ve Se fe! 
—Records . wie Guisa'ss bedeeeicn hn ee 

Loc Books: 
—Ships—Use Ships 
—Vehicles—See Vehicles—Individual ........ 5 


Schedule 
Lone SERvicE:—See Honours .........000...0::000c000- 3 
LOSSES: 
—Boards and Courts of Inquiry ...................... 1 
-—INVeStigatlonS mers 7 cme Mean ems cence tees 1 
Lost: 
—Cheques—Statutory Declarations—See 
CHEQUES ete cece eee sane Re 2 
LUBRICANT INSTALLATIONS:—See Utilities .......... 4 
M 
MACHINE Runs: (Financial) 
—General—Use Statements—A.P.&R. ............ 2 
—Abstract—Use Statements—A.P.&R. ............ 2 
—Binders—Use Statements—A.P.&R. ............ 2 
—Divisional—Use Statements—A.P.&R. ........ 2 
—Encumbrance—Use Statements—A.P.&R. . 2 
—Establishment—Use Statements—A.P.&R. .. 2 
—Estimates—Use Statements—A.P.&R. .......... 2 


—Hollerith—General—Use Statements— 


(AS PSR Sete Mase e eee oe Z 
—Special—Use Statements— 
Accounting Miscellaneous .......... 2 
—Object—Use Statements—A.P.&R. .............. 2 
—Primary—Use Statements—A.P.&R. ............ 2 
—Quartermaster Analysis—Use Statements— 

Accounting Miscellaneous ...........c:.c00c.000000:- 2 
—Refund of Source—Use Statements— 

A.P.&R. SORA er ace oR Pent cc: 2 
—Source—Use Statements—A.P.&R. .............. 2 
—Vote—Use Statements—A.P.&R. 2000.00... 2 

MACHINES:—Use Equipment—General ...... ..... 5 
MAGAZINES: 
—General—See Information Services— 

INEWSDa DOES eh ee ee ee eae 6 
—Explosive Accidents—Use Accidents ............ 1 

MaIL: 
= General he eee eee Shee 6 
—Accounts Ledgers—See Postage Accounts 2 
—Contractors’ Certificates—Use Contracts ... 2 
—Land Service Certificates—Use Contracts... 2 
= Marlingy A adresses. 5. ree ee 6 
—Registered Mail—See Mail—Registers ........ 6 
MAINTENANCE: 
=—BuildingsS—Sees BULGINGSs =) ne er ert 4 
—Equipment—See Equipment ........................ 5 
——=Vehicles—seen Vehiclesimer. ers ..-.a cee eee 5 
MANAGEMENT: 
=— Correspondence: a. ee eee eens 6 
SSM OTINS taro Re eee cea ee eee 6 
SSELvICeS © csei conse ee ee ee 6 
MANPOWER:—See Competitions ...................0.: 3 


Schedule 


MANUFACTURE: .... RAD Be emt eae Sire Crear S 


MANUScRIPTS:—See Information Services— 


=——Articlesi) eects... acer eee ate 6 
MAPS? 4... See a es eee ee 2 ke 1 
MARRIAGE ALLOWANCE:—See Allowances .......... 2 
MATERIALS:—Use Equipment ..............5.........00006 5 
MATERNITY LEAVE:—See Leave .o......0......00cc0000e 3 
MEASUREMENT: 

—Work—Use Management Services ............. 6 
MEDALS:——See, Honours) eee ee 3 
MEDICAL: 

——<seneral—_see Healthy sa eee eee 3 

—Insurance—See Insurance ................ccccccccc00s 3 

—Supplies—General—See Equipment— 

Generales: Fo ene 5 
—Equipment—See Technical .......... 5 
MEETINGS:—See Committees ............000..cccccceceeeeeee 1 
MEMBERSHIP :—See Associations ...............0.....000.. 1 
MENNONITES:—See Cultures ........0.......cccccceeseeee 1 
MERIT: —SeesHOnOursys.. weteioces eons esse veers 3 
MrEssES;—See® Cafeterias eis ce se secsperesec senor 1 
METIS:=—SeerC@ulturesscnc.c eee: teen neers 1 
MICROFILM: .... Appendix 
MILEAGE:— See Travel—Expense Claims re 2, 
MINUTES: 

—Associations, Clubs—See Associations ........ 1 

—Committees—See Committees ................0..... 1 

—Treasury Board—See Acts 0.00000... 1 
MIsstons:—See International Affairs .................... 1 
MOoNUMENTS:—See Lands—Historical 0.0.00... 4 
Motion Picrures:—See Information Services... 6 
MorTor: 

—Transport—See Transportation .....0.0.00.0..... 6 

—Vehicles—Use Vehicles ....... 4. awl 3 5 
MUNICIPAL: 

—Co-operation—See Co-operation ................. 1 

—Taxes—See Taxes ... weed I eee 2 
MUSEUM MATERIAL: ...Preface 
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Schedule 
N 
NATIONAL SURVIVAL: 
—General—See Emergency Measures 1 
—Buildings—Use Buildings—Protection 4 
NAVIGATIONAL Aips:—See Technical 5 
NEws: 
—Advertising—See Information Services 6 
—Broadcasts—See Information Services— 
Radio eer See ; soetenasesss 6 
—Clippings—See Information Services—Press 6 


—Letters—See Information Services— 


TAA DIOLS esa cecncesrcntoenteoneowes 6 
—Papers—See Information Services 6 
and Library Services : 6 
—Releases—See Information Services—Press .. 6 
—Security—Use Security—Information 6 
NOMINAL ROLLS: . 3 
Non-PusLic FuNps:—See Funds 2 
NORTHERN ALLOWANCE:—See Allowances 2 
NoTARIES:—See Legal Matters 1 
Notes:—See A.R.—Credit 2 
NUCLEAR BLASTS:—See Buildings—Protection 4 
Oo 
OPA FI ois asa tarevs penticees tyeasericcck sp Meaheaee Rata NGS RAM GAGE 3 
OBJECT: 
—Machine Runs—Use Statements—A.P.&R. .. 2 
imi SMA ANAL Pr recr We eevee eae eee Roto Preface 
OBSERVATION ACCOUNTS:—Use A.P.—Vouchers 2 
OFFERS: 
—Accommodation—Use Accommodation ... 4 
—Buildings—See Buildings—Acquisition 4 
—Lands—See Lands—Acquisition .......... 4 
—Space—Use Accommodation 4 
OFFICE: 
—Accommodation—Use Accommodation . 4 
—Appliances—See Equipment—General . 5 
—Commission of—See Legal Matters .......... 1 
—Oaths of—See Oaths oo.........occccccccccececcccceccecee Ss 
—Surveys—See Management Services 6 
Oi INSTALLATIONS:—See Utilities 4 
Otp AcE Security Lepcers:—See Ledgers— 
Specific ee ee Se 2 
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Schedule 


OpeEN ACCOUNTS: 


—General—Use Ledgers—Specific 3 
—Contractor Deposit—Use Ledgers—Open y 3 
—Ledgers—See Ledgers—Specific 2 
—Registers—Use Ledgers 2 
OPERATING INSTRUCTIONS:—See Vehicles 5 
OPERATIONAL RECORDS: Preface 
Opinions:—See Legal Matters 1 
ORDERS: 
—Administration—See Regulations .... 1 
—Associations—See Associations .. 1 
—In Council—See Acts ; 1 
—Finance—See Regulations .. 2 
—Personnel—See Regulations .......................... a 
—Purchase—See A.P.—Vouchers 2 
and “Procurement. ...0./6<i5.0 tas 5 
—Local—See A.P.—Vouchers .... 2 
and: Procurement | 200 a nctseeeee. 5 
—Security—See Security—Regulations ............ 6 
—Statutory—See Acts ...............00... ae ee 1 
ORGANIZATIONS co cace ee cae 1 
OUTSTANDING ACHIEVEMENT:—See Honours ...... 3 
OVERTIME:—See Hours of Work and Leave ...... 3 
P 
Pacts:—See International Affairs ........................ 1 
PAID: 
—Cheques—See Cheques—Actual .................. 2 
—Claims—Use A.P.—Vouchers ....................0... 2 
—Personal Accounts—Use A.P.—Vouchers . 2 
PaINTING:—Use Buildings—Maintenance ............ 4 
PAMPHLETS: 
—General—See Books .0.00.......ccccccscesceseeeesesnenees 6 
—Corporations—See Corporations ............... 1 
PANELS:—See Committees .0.............cccccceccececeeeeeees 1 
PARKING AREAS: 
—General—See Lands: c.schsc0ic.0csevevcgheerscases 4 
—Permit Tickets—See Licences—Passes ........ 1 
PARLIAMENT: 
wo TACHULIT TOS, Osc ce eee bic e os scc cea SE ee: 1 
OMISSIONS ‘3. 1c -ctte cant ote a eee 1 
— OY AL | COMMISSIONS yee 74. conto eee 1 
PART-TIME EMPLOYEES: 
—Earnings Records Cards—Financial—See 
Pay—Cards ................ 2 
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PART-TIME EMPLOYEES: (cont’d) 
—Earnings Records Cards (cont’d) 
—Personnel—See 
Salaries .......... 3 
—Paylists—Financial—See Pay—Lists ............ 2 
—Personnel—See Salaries ................ 3 
PASSES: 
—General—See Licences .................cccecceeeeeceeeaes 1 
—Accreditations? = ee 3 
—Buildings—See Licences—Passes .................. 1 
—Credentials—See Accreditations .................. 3 
—Parking Permit Tickets—See Licences— 
PASSeS 65) ee ee re eee ee 1 
—Systems—See Security—Identification .......... 6 
—tTransportation—Use Transportation ............ 6 
IBASSPORTS Sos eee cr ie eee Ae ian ass 3 
PATENTS:——see_ Inventions)... ee) tees 1 
PATROL CRAFT::=—See SDIDS eee ee es 5 
Pay: 
—General—Financial—See Pay ..................00.. 2 
—Personnel—See Salaries ................ 3 
—Allowances—Family—See Allowances— 
Ted seri eet prs occa: 2 
—Living—Financial—See Pay— 
EAStS ee eee ee ree iz 
—Personnel—See 
Salaries i325. ees 3 
—RCMP Forms—See Pay— 
Allowances 22) 6) 2 
—War Veterans’—See 
Allowances—Ledgers .............. 2 
—Annuitants—Deduction Lists—See Pay— 
Listss ee. Soe ee ae 2 
—Ledger Cards—See Pay—Cards 2 
—Terminated—See Pay—Files .. 2 
Assigned ie. Sore as aes oa 2 
—<Authorizations—Annuitants—See Pay—Files 2 
—Payroll—See Pay—Payroll 2 
—RCMP Forms—See Pay— 
Allowances) scene ee 2 
—Canada Savings Bonds Pledges ...........0....... 2 
—Cash Gratuity—See Pay—Statements .......... 7 
—Casual—Financial—See Pay—Cards:—Lists 2 
—Personnel—See Salaries ................ 3 
—— Death Benetitsue we sere ter eee nree een 2 
—Deductions—Annuitants—See Pay—Lists . 2 
—Lists—See Pay—Lists ............ 2 
and Salaries—Pay ........ 3 
—Payroll—See Pay .................... 2 
—RCMP Authorizations—See 
Pay—Allowances ...................4. 2 
—Remittance—See Pay—Lists . 2 
—Earnings Records—Cards— 
Financial—See Pay— 
Cards Bee cores 2 
Personnel—See Salaries 3 
—Statements—See Pay— 
Statements —..0.....css0u 2 
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—Lists—Financial—See Pay—Lists ................ 
—Personnel—See Salaries—Pay ...... 
—Pension Cheque Lists—See Pay—Lists— 
Superannuation ...........0........0....... 
Records Locally Engaged .............. 
—Prevailing Rates—Financial—See Pay— 
Cards yicinkc. eee: 
—Personnel—See Salaries .. 
—=Refiind! Records yn 2 we atns eee 
—Retirement Fund Accounts—See Pay— 

LA CCOLINIES Sets ers Santer fen 
—Roll ...... 
—Staff Certificates—Financial . : 

—Personnel—See_ 
—Statements—Annuitants Earnings id 
Cash Gratuity #2 ee . 
—Earnings Records Es. 
—Stoppages—See Salaries—Pay ................ 
—Superannuation—Accounts—See Pay— 
ACCOUNMS ts ee 


‘Salaries 


LAS(8* cose sccsse Oe ee 
—TD.1 and T.4—See Income Tax .................. 
—T.4 and TP.4 Returns—See Pay .................. 


PAYLISTS:——SCen PaV=—is (Serene eee = 
ANGUESALATICS Ser ie se eter ee 


PAYMENT(S): 

—General—Use A.P.—Vouchers ...........00......... 
—Bank—Use A.P.—Vouchers ............00.......... 
—Controls—Use Allotments—Ledgers .......... 
—Death Benefit—See Pay .........00000e 
—Documents—Use A.P.—Vouchers ........... 
—Lamb—Use A.P.—Vouchers ...........0...000000. 
—Pension Cheque Lists—See Pay—Lists— 

Superannuavione 500 eee ee 
—Progress—See A.P.—Vouchers .................... 
—Record of Legal—See Ledgers—Specific .... 
—Subsidy—Use A.P.—Vouchers ..........0...0..... 
ee age Lists—See Pay— 

TUISUS ge ee es Peo ey een een Re tee 


PENSIONS: 
—Canadian Pension Commission—See Ledgers 
—Locally Engaged Personnel—See ne 
Pension see cs eer on dee ie ec 
—Superannuation—See Pay—Lists .................. 
and Personnel .. 


PERFORMANCE REVIEW:—See Evaluation ............ 


PERIODICALS:—See Library Services— 
Newspapers 


PERMANENT APPOINTMENT:—See Appointments 


PERMITS: 
—=General— Sees LICENCES sees celeste ee 
—Parking Tickets—See Licences—Passes ...... 
—Vehicle Registration—See Vehicles .............. 
Tickets—See Licences—Passes ........ 
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PERSONNEL: 


— General 

—-Accidents 

—Accreditations 

—Advances Abroad—Use A.P. —Vouchers 
and Loans—See eee 
Specific “ 

—Allowances : De eias 

—Appeals meh pees 


—Appointments bi cay Sp eed te 


—Attachments—See Exchanges 
—Attendance 5 
—Awards—See Honours - 
—Career Development—Use Training . 
—Classification & 
—cClearances—See Security 


—Collective Bargaining POPPED bat 


—Competitions 


—Credentials—See Accreditations 


—Development—See Training ...... 
—Discipline 


—Eligibility Lists—See Competitions RT 


—Employment 
—Establishment 
—Evaluation 


—Examinations—See ‘Competitions 


—Exchanges 
—Files—General 
—Annuitants—See Pay—Files 


—Terminated pie apamaraee Pay— 


Files 
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—Forecasts—Use Establishment 
—Grievances—See Appeals 
—Health Rte 
—Holidays—See Leave 
—Honours 

—Hours of Work 
—Income Tax 
—Injuries—See Accidents 
—Inquiries ie : 
—Insurance 


—TInventories—See Competitions a 


—Leave ...... 

—Loans—General—See Exchanges 

—Advances Abroad—Use A.P.— 
Vouchers 


—to Employees—See I Ledgers— . 
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—Manpower—See Competitions ...........0.00..... 


—Medical—See Health 
—Nominal Rolls .. 
—Oaths 


and Leave 

—Passports 
_—Pay—Financial—See Pay | 

—Personnel—See Salaries 
—Performance Review—See Evaluation 
—Postings—See Transfers . 
—Precedence, Table of .. 
—Privileges 
—Promotions . 
—Punctuality—See Attendance 
—Reclassification—See Promotions 
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—Records— 

—Recruiting—See Employment 
—Regulations 

—Reports 

—Retirements 

—Salaries 


—Scholarships 
—Secondments—See Exchanges 
—Security—See Security 


—Separations—See Retirements .............. 


—Staffing—Use Employment . 


—Superannuation—General beset 


penrears Pay 
—Training 
cman TATISTCT Ne Get ahs ica parr ets eeer eee 
—Transportation—See Transportation Ace 
—Visas—See Passports 
—Wages—See Salaries . 
ands Pay” (..<.ccer 


—Welfare 
PETROL INSTALLATIONS:—See Utilities 
PETrY Casi? 


PHOTOGRAPH(S)(yY): 
—General—See Maps ... 


and Information Services 


—Equipment—See Technical oe 
—lInquiries—See Information Services ... 
—Requests—See Information Services— 
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Inquiries 6 
PHysiIcAL SECURITY:—See Security 6 
PLAN(S) (ING): 

—— General) 29) cdsub 0 chee eee 1 

—Accommodation—See Accommodation oe 4 

—Buildings—See Buildings ......00000000........ 4 

—Construction—See Buildings—Plans .. 4 

—Emergency—Use Emergency Measures ..... 1 

—FEstimates—Use Estimates ........... ae Ge eee 

—Specifications—See Buildings—Plans, ~ 

TILES eee ek ee oy hae 4 
PLEDGES: 

—General—Use Campaigns... 1 

—Canada Savings Bonds—See Pay .................. 2 
PLUMBING:—Use Buildings—Maintenance ...... 4 
PoLicy: 

—General—See Organization 1 

—Records Definition Preface 
POLITICS Maes erecta retainers cer reece 1 
POSITION FILES: 

—General—See Classification ns 3 

—Personnel Records .... Appendix 
Post: 

—Isolated Allowance—See Allowances ......... zs) 

—Reports—See Reports—Intelligence ............ 1 
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POSTAGE ACCOUNTS: 
= CFONELAL | cee cdknc ssse eR ANOS yeas ese mee 
—Ledgers .......... 


POSTAL SERVICES: 
—General—See Mail o.....0.ccccececcceeeeecssecceceee 


PosTEeRS:—See Information Services .......... 


Postincs:—See Transfers 


POWER: 
—Accounts—See A.P.—Utilities 000.000.0000... 
—of Attorney—See Legal Matters ............... 
=——Plants—UsexUtilitiest ee 


PRECEDENCE, TABLE OF: ............ 


PRESS: 
—Clippings—See Information Services 
—Releases—See Information Services .............. 


PREVAILING RATES: 


—Earnings Records Cards—Financial—See 
Pay—Cards 
—Personnel— 

See Salaries .. 

—Employment—See Employment .................. 


—Pay—Financial—See Pay—Lists .................. 
—Personnel—See Salaries ............00....0..... 


PREVENTION: 
—Accidents—Use Accidents .........000...0.00000c0.c0. 
—Fire—See Buildings—Fires .........000.00.0......... 
—Measures—See Buildings—Protection 


PRIMARIES: 

—Allotment Transfers—See Allotments— 
VOuCheISig or neater ee once. 

—Expenditure Listings—See Statements— 
A.P.&R. 

—Machine Runs—Use Statements—A.P.&R. .. 

—Revenue Listings—Use Statements— 
APSE RE cee OU ce eee SU ceed te Ree ei 

—Stock Certificates—Use A.P.—Vouchers ...... 


PRINTING:—See Books ...........0:..c:c:cs0cccccceeees By ee 
PRIVILEGES?) 3.5.2 eee ee eee 


Privy COUNCIL ORDERS: 
—General—See Acts—Orders in Council ...... 
—Individual Payments—See Regulations ...... 


PROCEDURE(S) 
—Analysis—See Management Services ............ 
—cCorrespondence—See Correspondence 
Management@ ees ner 
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PROCEDURE(S): (cont'd) 


—Disposal of Records ? 
—Management—See Management Services 
—Organization—See Organization ............... 


Process CHARTS:—See Management Services 


PROCUREMENT: 
—General—See Procurement .. 
—Aijrcraft—See Aircraft .... aerate 
==(@ontract. Demands 2 a tees oo natant 
—Equipment 
—Ships—See Ships .......... 
—Tenders—General ee, eee 
—Financial—See Contracts . 
—vVehicles—See Vehicles 


PRODUCT: 
—Claims—Use A.P.—Vouchers 


PRODUCTION:—See Manufacture .................0..... 


PROFESSIONAL: 
—Accounts—See A.P.—Services rendered 
or A.R.—Vouchers 
—Employment—See Employment ................. 
—Fees—Seet Fees fn ties enc nevauides 


PROGRAM(S): 
—General—See Plans .... beth rae tin a 
—Broadcasts—See Information Services— 
RAdio were oe Cee ree hs, 
—Estimates—Use Estimates 


PROGRESS: 
—Claims—Use A.P.—Vouchers ..... 
—Payments—See A.P.—Vouchers ........... 


PROMOTIONS: 


PROPERTY: 
—Buildings ... 
—Lands 
—Taxes—See Taxes 


PROTECTION: 
—Buildings—See Buildings—Protection . 
—Fire—See Buildings—Fires 
—Flood—Use Lands—Flood Control ...... 
—Security—Use Security—Physical 


PROVINCIAL: 


—Finance—See Agreements 
——Go-operations . Sas see ee. ce ee he ee 
—Elections—See Politics ..........00....0.. Bye ner 3 
—Finance—See Agreements 
—Legislation—See Acts .........cc:ccccecseseeeeeseeees 
—Politics 
—Taxes . 
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PUBLIC: 
—Accounts—See Statements—Accounting 
Miscellaneous 2 


—Records Definition Preface 
Order Appendix 
—Relations—See Information Services 6 
PUBLICATIONS: 
—General—See Books ea, 
—lInquiries—See Information Services— 
BEINN evens pcret sonarus amet emresae Gateen al Oras 6 
—Library—See Library Services—Books tet 6 
PuBLiIcITy:—See Information Services .................. 6 
PUBLISHING:—Use Books ..................:c00:c00 6 
PUNCTUALITY:—See Attendance ...... io 
PURCHASE(S): 
—Buildings—See Buildings—Acquisition 4 
—Contracts—See Contracts . 2 
and Procurement S 
—Equipment—See Procurement .............000...... > 
—Lands—See Lands—Acquisition .................. 4 
—Local—General—See Procurement . 5 
—Finance—Use A.P.—Vouchers 2 
—Orders—General—See Procurement ........... 5 
—Finance—Use A.P.—Vouchers ..... 2 
—Requisitions—General—See Procurement S) 


—Finance—Use A.P.— 


OW OMICHIGIS ot eves, ett oea eeeeemenen Pd 
PURPOSE OF SCHEDULES: Preface 
Q 
QUARTERMASTER ANALYSIS:—Use Statements— 
Accounting Miscellaneous ae 2 
QUEEN’S PRINTER: 
—Payments—Use A.P.—Vouchers .............. 2 
QUERIES:—See under INQUIRY 
QUESTIONS: 
—in Parliament—Use Parliament .................... 1 
R 
Race RELATIONS:—Use Cultures .....000000............. 1 
RapIo: 
—General—See Communications .................... 6 
—Advertising—See Information Services ........ 6 
—Broadcasts—See Information Services ........ 6 
—lInformation—See Information Services ...... 6 
—Installations—Use Utilities ee 
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RAILWAY: 
—Accidents—See Accidents 1 
—Transportation—See Transportation 6 
—Wrecks—Use Emergency Measures— 
Disasters acne aie 1 


RATES: 
—Exchange Sheets—See Banks , 
—Express—See Transportation—Freight .... 
—Freight—See Transportation 
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RaTincs:—See Evaluation ......... 2 3 


RCAF Treasury ACCOUNT CaRps:—See 
Ledgers—Specific ; ¥ 2 


RCMP: 
—Allowances—See Pay—Allowances ‘3 2 


RECAPITULATION: 


—Cheques Issued—Use Cheques—Lists— 
General). 228k eee es ee Se, 2 


RECEIPTS: 
—General . b. 5 
—Accounts ‘Receivable ‘Vouchers 
—Bank—See Banks—Vouchers 
—Cheque—See Cheques—Receipts ................. 
—Summaries Registers—See Cash Account- 

ing—Ledgers 
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RECEIVABLE ACCOUNTS:—See under ACCOUNTS 


RECEIVABLE 


RECLASSIFICATION: 
—Documents—Use Security . ; ih Meta GO 
—Personnel—See Promotions 
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RECONCILIATION: 
—Bank—See Banks—Statements 3 
—Cheques—See Cheques—Bank Statements es 
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RECORD(S): 

—General—See Records Management ........ 6 
—Allotment—Use Allotments—Ledgers ..... 2 
—Annuitants—See Pay—Files 0.0000... 2 
—Assigned Pay—See Pay ........ Z 


—Cash Control—See Cash Accounting— 


Medgers™ cee © eee 
em OTT OS fee Ses ant eas ee eI Preface 
Definitions. 2. ceca. SRO ee Preface 
—Destruction Reporting 000000... Preface 
—Disposal—General—See Records | 

Manarement i2.10. esos oe ee Se 

—Procedures Appendix 
—Duplication nas anes Preface 
—Earnings Cards—Financial—See Phy z 

—Personnel—See Salaries . 3 
—Historical—General—See Historical ..... 1 
—Value ............ Preface and Appendix 

—Indian Lands—See Ledgers—Indian .. 2 
—Legal ol eae 2.4 2 
—-Mania cement). 5.i.ccsts is. ccierse eck. eee 6 
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Order jae. Sete ; 

= Pay—See: Payee eis a 

—Pension—sees Pay etn. oe ee es 
and *Pay—=Wists= 2 cee aes 


— Personnel 15.8) 8nc eee ee Be Appendix 


—Postage—See Postage Accounts—Ledgers .. 


Public. Order: 2e..1seeaercs ee eet oes Appendix 


—Refund—See Pay ..........0000ccccccceeeceeeteeeee 
—Registered Mail—See Mail ...................... 
SA LATIOS uae oct oie Se cs secccyecicees 
—Schedules—General—See Records 
Manacementste ..n2) 2...csn. oe 
—Value 


RECOVERABLE ACCOUNTS:—See Accounts 
Receivable?*s 2... #22-- yeriety 2 ORS 


RECREATION: 
——Aréas-——sees Lands rn eee ee are 


RECRUITING: —See Employment ........................0... 
REDECORATING:—See Buildings—Maintenance .. 
REFRIGERATION:—See Utilities 0.000000... 


REFUNDS: 
—Accounts Payable—See A.P.—Vouchers ...... 
—Accounts Receivable—Credit ......0...0.00........ 
—tLedgers—See A.R.—Ledgers ......... Bh rte. 
—Pay— See: Pay Fhe eee ees cenneiot 
—Source Machine Runs—Use Statements— 
A.Pi&R, Os eee oe ee, ae eae 


REGISTERS: (See also Ledgers) 
—Attendance—See Attendance ........... 
—Finance—See under Ledgers ....................... 
—Mail—See. Maile. 0c een ee 


REGISTRATION: 
=——Mail—Sees Mail reper eee. errr eee 
=—Vehicles—see Vehicles. oat eee eee 
REGULATIONS: 
= Generale. occcsc OR ee eres 
—)ress-—see Clothing ii.....2e otteed> 
=—=PINANCe .ccs. ca ee ee eee 
—Fire—See Buildings—Fires ...................0..0.... 
= PersOnne ae ete eet eee ese EO Perrone 
——=SeClinity——see SCCURICY eee ome. 
—Statutory—See Acts ............. eo ae ee 


RELATIONS: 
—Cultural—Use Cultures ........... Erte ae 
—International—See International — Send: Seen. 
—Public—See Information Services .................. 
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RELEASE(S): (cont'd) 
—Personnel—Use Retirements . Be eee 
—Press—See Information Services ................... 6 
—Security—See Security—Information .......... 6 
—Deposit and Release—See 
Vouchers . ~ a 2 
REMEMBRANCE Day:—See Ceremonies 1 
REMITTANCE: 
—Deduction—See Pay—Lists 00.000... 2 
REMOVAL: 
—Accounts—See Travel—Expense Claims ... 2 
—Advances—See Travel—Expense Claims ... 2 
—Claims—See Travel—Expense Claims ........ 2 
——Expenses—See. Travel .........:.ccccsccssssccsssenetsiors 2 
—Snow—See Lands—Roads ee ew 4 
RENT(S): 
—Buildings—See Buildings .......... Sep se a eee 4 
—Contracts—See Contracts .............00000c00cce p2 
—Lands—See Lands ................... tat Boh Reas 4 
—Revenue—See A.R.—Vouchers ............. oe p) 
REPAIRS: 
—Buildings—See Buildings—Alterations ........ 4 
—Equipment—See Maintenance ..................... 5 
REPORT(S): 
=A FENCTAL Ie ee ee ee ee 1 
—Annual (Departmental) 0.000000. 1 
—Associations—See Associations ... eee 1 
ATI ER eee te ee ie, no ae eee Ps 
—Fire—See Buildings—Fires ................000.0..... 4 
IME PENCE rs ae Pe ene haste ea 1 
= PETSONMNE Ps eterna cee eee nae en ee 3 
—Post—See Reports—Intelligence .................. 1 
—Publications—Use Books .................00..:00.05 6 
—Records Destruction .... / aphie pcsenel Preface 
—Security—See Security ... eh ee pees 6 
—Training—See Training 3 
REPRODUCTION SERVICES:—See Duplication ...... 6 
REQUESTS: 
—Information—See Information Services— 
TNGQuiriess eee ae on eee eee 6 
—Photographs—See Maps ..............::-:ccceeeeee 1 
and Information Services— 
WNQUINIES fo coc. ose ee 6 
—Publications—See Information Services— 
INGUIFICS oe re tse ee ae 6 
and Library Services—Books 6 
—Statistics—Use Statistics . ees. LAL 1 
REQUISITIONS: 
—Cheques—See A.P.—Vouchers .................... 2. 
—Death Benefit Payments—See Pay .............. 2 
—Equipment—See Procurement .......0........00... 5 
—Purchase—See A.P.—Vouchers ............... - 2 
-——Reproduction—See Duplication .................. 501.6 
—Transport—Use Transportation .................... 6 
—Travel—See Travel—Expense Claims ......... 2 
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RESERVATIONS:—See Transportation—Hotel 6 
RESIGNATIONS:—See Retirements 3 
RESPONSIBILITY (IES) : 

—Organization—See Organization 1 

—Pay—See Salaries 3 
RETENTION PERIODS: Preface 
RETIREMENT: 

—Allowance—Use Allowances 2 

—Fund—Accounts—See Pay—Accounts 2 

—Leave—See Leave ‘ bet , 

—Separation—See Retirements 3 
RETURN(S): 

—General—See Reports 1 

—Cheques—See Cheques—Lists: & Returned 2 

—Parliamentary—See Parliament 1 

—Personnel—See Reports oe Oe Se 

—Security—See Security—Reports ome 

—T.4 and TP.4—See Pay aa 
REVENUE: 

—General—Use A.R.—General 2 

—-Accounts—Use A.R.—Vouchers Z 


—Cash Book Ledger—Use Cash Accounting— 


Ledgers : ps 
—Listings—Use Statements—A.P.&R. ate 2 
—Statements—Use Statements—A.P.&R. ........ 2 
REVISION: 

—Classification Program—See Classification . 3 
RIGHTS OF Way: 

—Legal Documents—See Lands .................. 4 

—Lettings and Concessions—See Lands ........ 4 
Riots:—See Emergency Measures— 

DISTIONSULAHONS (roe, Ace -corosetey ciernak tn case eee 1 

Risk ALLOWANCE:—See Allowances #4 
Roaps: 

—General—See Lands |................cccccceeseeeeeeees 4 

—tTransportation—See Transportation ............ 6 
Rosters:—Use Nominal Rolls ....0.0...00000.0.00000.0... 3 
ROTATIONAL TRAINING:—See Training .............. 3 
ROUTINE RECORDS: ee Preface 
ROYAL(TyY): 

—Congratulations—See Appreciation ............ 1 

—Commissions—See Parliament ..........0......... 1 

——Tours—See “Visite 1.2850. cen eee ee 1 
RULE(S) (INGS): 

—General—See Legal Matters ....0.00.000000000...... 1 

—Departmental—Use Regulations .................... 1 
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RULE(S)(INGS): (cont'd) 
—Orders in Council—See Acts 1 
—Scheduling Appendix 
—Treasury Board—See Acts 1 
Runs: (and Machine Runs) 
—General—Use Statements—A.P.&R. 2 
—Abstract—Use Statements—A.P.&R. z 
—Binders—Use Statements—A.P.&R. z 
—Cheque—Use Cheques—Lists—General 2 
—IBM Source—Use Statements— 
A.P. & R. ; vA 
—Divisional—Use Statements—A. P. &R. 2 
—Encumbrance—Use Statements—A.P.&R. . 2 
—Establishment—Use Statements—A.P.&R. 4 
—Estimate—Use Statements—A.P.&R. . Z 
—Hollerith—General—Use Statements— 
A.P.&R. cry 2 
—Special—Use Statements— 
Accounting Miscellaneous 2 
—Object—Use Statements—A.P.&R. 2 
—Primary—Use Statements—A.P.&R. 2 
—Quartermaster Analysis—Use Statements— 

Accounting Miscellaneous pees 2 
—Refund of Source—Use Statements— 

A-PRR Me ree ee rec meee eee 2 
—Source—Use Statements—A.P.&R. . Zz 
—Vote—Use Statements—A.P.&R. Zz 

S 

SaBOTAGE:—See Security—Subversive 6 
SALARIES AND WAGES: 

—— Hn anCial—SeOuP AY \x.a: cs -cnr-ceesceecedte ee nese 2 

—=PersOonnel 2457 ease aoe oo eee meas 3 
SALE(S): 

—Books—See Books c..csciscccitvnds cen ee 6 
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